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GENERAL, SERVICES ADMINISTRATION TRANSMITTAL ] NO. 3=6

c&E" c%égifpéa%ion/Release Instructions on File

October L, 195k

REGULATIONS OF THE QENERAL SERVICES ADMINISTRATION
TITLE 3, FEDERAL RECORDS

-
Tos
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o
N’

Heads of Federal Agencles

Material Transmitted

Attached are new authentication; revised subsection 104,02, Chap-
ter IV; revised items 6, 16, 21, 22, and 23 and new item 25 of
General Records Schedule 1, revised items 1, 13, and 20 and revised
appraisals of most of the items of General Records Schedule 2, re-
vised items 1 and L and new items 13 and 1l of General Records
Schedule 3, revised item 1 of General Records Schedule 6, revised
jtem L and revised arpraisal of item 5 of General Records Schedule 9,
revised General Records Schedule 1lli, and new General Records Schede
ule 17¢ oand revised Table of Contents, Appendix B.

Nature of Revisicns and Additions

Revised subsection 104,02, Chapter IV, changes the listing of ap-
proved General Records Schedules to include the new schedule.

Revised item 6 of General Records Schedule 1 extends the period of
time for which certificate files are to be retained,

Revised items 16 and 23 of General Records Schedule 1 clsrify the
coverage of the items,

Revised items 21 and 22 of General Records Schedule 1 extend the
coverage of the itenms.

New item 25 of General Records Schedule 1 provides for the dispo-
sition of certificates of performance ratings.,

Reviged item 1 of CGeneral Records Schadule 2 provides new gtandards
for the transfer to Federal Records Centers of individual earning

and service cards,

Revised item 13 of General Records Schedule 2 provides for the dise
positicn of security copies of certain payrolling documents,

Revised 1tem 20 of General Records Schedule 2 clarifies the coversge
of the item,

Revised appraisals of most of the items of General Records Schedule 2
provide more complete explanations of the reasons for the disposition
provisions of the schedule, .
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Revised items 1 and 4 of General Records Schedule 3 exclude from the  gm
coverage of these items records covered by new item 13 of the same )
schedule.

New item 13 of Gensral Records Schedule 3 provides for the disposition iy
of contractors'! payrolls,

New item 14 of General Records Schedule 3 provides for the disposition
of tax exemption certificate files,

Revised item 1 of General Records Schedule 6 provides for the
dispogsition of security copies of certain papers supporting ascountable
officers! returns. )

Revised item 4 of General Records Schedule 9 clarifies ths cover
of the item, :

Revised appraisal of item 5 of General Records Schedule 9 provides
a more complete explanation of the reasons for disposing of certain
travel records.

Revised General Recerds Schedule 14 provides for the disposition of
certain records of informational services,

New General Records Scheduls 17 provides for the disposition of
cortain cartographic, photogrammetric, and related records. -
Authority for the disposal provisions in these new and revised schedules
and items is contained in the following House Reportss 1468 (General
Records Schedules 2 and 6), 1541 (General Records Schedule 1), 1571
(General Records Schedule 3), 2030 (Genersl Records Schedule 1), 2644
(General Records Schedule 1'75,and 2605 (General Records Schedules 1,

3, 9, and 14), 83d Congress, 24 session,

Supplies of Schedules

Iimited numbers of copies of General Records Schedules may be obtained
by agency records liaison offices, designated in accordance with sub-
section 102,06 of Chapter I, upon request to the Records Management
Divigion.

Page Changes
Bemove Insert

3-IV-104402 (Cont?d~2) 3-I7-104,02 (Cont?d~2)
(8-27-53) Q0-L=5k )

Appendix B, Table of Contents Appendix B, Table of Contents
(8~27=53) (10=L=5L)
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Remove

Appendix B, GRS 1

Insert
Appendix B, GRS }

Page 2 Pages 2, 4, 5, 6, and 7
(7-10-53) (1045}
Pages I, 5, 6, and 7
(8=27-53)

Appendix B, GRS 2
Pages 2, 3, L4, and 5

Appendix B, ORS 2
Pages 2, 3, L4, and 5

(7-10-53) (20=li=5L)
Appendix B, GRS 3 Appendix B, GRS 3
Page 2 Pages 2, L4, 5, and 6

(7-10-53) (10=Li=5k)
Pages L and 5

(8-27453)

Appendix B, GRS 6 Appendix B, CRS 6
Page 2 Pages 2 and

(8-27'53) (lo-h'gi)
Appendix B, GRS 9 Appendix B, GRS 9
Page 2 Pages 2 andE?

(8=27=53) (10=L=5L)
Appendix B, GRS 1L Appendix B, ORS 1k

(7-20-5L) (10-L=511)

Appendix B, GRS 17
(10-L~5L)

5. Effective Date

The iftegulations transmitted herewith shall become effective on

November 18, 1954,

EDMIND F. MANSURE
Administrator

Attachments
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AUTHENTICATION

In accordance with the authority vested in the
Administrator of General Services, I hereby declare
that the Regulations of the General Services Admin-
istration, Title 3, Federal Records, shall be the
Regulations governing the management of the records
of Federal agencies until ﬁodified by order of the

Administrator or by law.

—ZEM"W

EDMUND F, MANSURE
Administrator
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SECTION 104.00 GENERAL RETENTION AND DISPOSAL SCHEDULES -

104,01 Authority. Section 505(b) of the Federal Records Act of 1950

(bl U.s.C., Supp. V, sec. 395(b)) directs the Administrator to establish
standards for the selective retention of records of continuing value.

The Records Disposal Act prescribes that no records of the United States
Government shall be alienated or destroyed except in accordance with the
provisions of the Act, This Act also authoriges the Administrator to
submit to the Congress schedules proposing the disposal, after the lapse
of specified periods of time, of records of a specified form or character
common to several or all agencles that either have accumulated or may
accumulate in such agencies and that apparently will not, after the lapse
of the periods specified, have sufficient administrative, legal, research,
or other value to warrant their further preservation by the United States
Government,

These General Records Schedules, when reported upon favorably by the
Joint Committee on the Disposition of Executive Papers, constitute
authority to dispose of the records included therein, Agencies may apply
this authority subject to approval of the Comptroller General of the
United States when required by section 9 of the Records Disposal Act.,
Such disposal authority is permissive and not mandatory. Agencies
desiring authority to dispose of records covered by such schedules after
shorter periods of time than the periods set forth in the General Records
Schedules shall make request therefor in the manner prescribed by section
106,00 of this Chapter. In addition, since the staff agencies involved
have approved the standards embodied in these schedules, such requests
shall be supported by an explanation of the basis for the shorter reten-
tion period proposed.

104,02 Approved Genersl Records Schedules. Pursuant to the authority
cited in subsection 104.0l, the General Records Schedules governing the
retention and disposal of the following types of records common to
several or all agencies, and instructions for using the schedules, are
contained in Appendix B to this Title:

a. Schedule 1, Civilian Personnel Records

b. Schedule 2, Payrolling and Pay Administration Records
¢. Schedule 3, Procuremsnt and Supply Records

d. Schedule L, Property Disposal Records

e. Schedule 5, Budget Preparation, Presentation, and
Apportionment Records

f. Schedule 6, Accountable Officers' Accounts

g+ Schedule 7, Expenditure Accounting Records
Approved For Release 2002/02/12 : CIA-RDP78-04718A001300080004-7
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Schedule
Schedule
Schedule
Schedule
Schedule
Schedule
Schedule
Schedule
Schedule
Schedule

8,

o
10,
11,
12,
13,
14,
15,
16,
17,

Stores, Plant and Cost Accounting Records

Travel and Transportation Records

Motor Vehicle Maintenance and Operation Records

Space and Maintenance Records

Communications Records

Printing, Binding, Duplication and Distribution Records
Informational Services Records

Housing Records

Administrative Management Records

Cartographic, Photogrammetric, and Related Records
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TABLE OF CONTENTS

Instructions for Using Genmeral Records Schedules

Schedule
Schedule
Schedule
Schedule
Schedule
Schedule
Schedule
Sohedule
Schedule
Schedule
Schedule
Schedule
Schedule
Schedule
Schedule
Schedule

Schedule

1.
2,
3.
4,

13,
14.
15,
16,

17.

Civilisn Personnel Records

Payrolling and Pay Adminisiration Records

Procurement and Supply Records

Property Disposal Records

Budget Preparation, Presentation, end Apportionment Records
Acoountable Officers! Accounts

Expenditure Accounting Records

Stores, Plant and Cost Ascountlng Records

Travel and Transportation Records

Motor Vehicle Msintenance and Operatlon Records

Space and Maintenance Records

Communlicatlions Records

Printing, Binding, Duplication and Distrlbution Records
Informational Services Records

Housing Records

Administrative Management Records

Cartographic, Photogrammetric, and Related Records
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GENERAL RECORDS SCHEDUIE 1

Civilian Personnel Records

Agency civilian personmel records relate to the supervision over and management of Federal civilian
employees, for the most part pursuant to regulations of the Civil Service Commission, the staff agency
charged with the administration of the Civil Service Act, and related regulations, orders, and
legislation, This scheduls covers all copies of records relating to civilian personnel created since
January 1, 1921, wherever located in an agency, exclusive of (a) copies of loyalty and other investigative
files, (bs program records of the Civil Service Commission (including records of Boards of U, S, Civil
Service Examiners and Committees of Expert Examiners, regardless of the custodian), and (c¢) records of
the Bureau of Employees! Compensation and the Fublic Health Service maintained pursuant to statutory
Government-wide responsibilities for the health and welfare of Goverrment employees. Records of agency
units functioning as staff personnel policy groups, rather than as operating personnsl units, are not
covered by this schedule,

The Official Personmel Folder, a case file documenting employment history, was established in 1947
by the Federal Personnel Manual (R 35-38) and constitutes the key record relating to civilian personnel,.
Prior to 1947 the contents of personnel folders varied somewhat with agency practice but these practices
have been essentially similar since about 1921, Specific personnel forms, such as the Notification of
Personnel Action (Standard Form 50) have been standardized since 1941, An auxiliary to the Official
Personnel Folder is the Service Record Card (Standard Form 7), a mandatory form which replaced multiple
types of simllar forms used in the agencies. The Official Personnel Folder and Service Record Card are
described in Civil Service Handbook S-812, Basic Personnel Records and Files System for Federal Agencies,
which prescribes a simplified system of record keepIng Tor Federal personnel offices.

The Officisal Persomnel Folder, which now travels with the Federal employee as he moves from agency
to agency, contains papers of continuing value, listed as such in the Federal Persormel Manual, on the
right hand side, and pepers of temporary value on the left side. Until November 1951, the contents of
the left hand side of the folders wers desoribed in detail in the Federal Personrel Manual, Now, however,
only the records required to be kept are described in detail,

Records normally maintained in addition to the official folder and its related service record card
concern phases of persomnel administration involving the selection of personnel and the supervision over
the work history and on-the-job performance, as follows:

Pogition classification: These records include coples of position classification sheets
and related records.

Recruitment and selection: These include interview files and related data.
Training: These include evidence of skills acquired and made available to the agency.

Other records pertaining to individual employees normally include service record cards and various other
controls maintained for purposes of convenience at the operating levels; agency dispensary records; and,
for the pericd of World War II, draft deferment records,

Provision is made in this schedule for the disposition of copies of forms either duplicated in the
Official Personnel Folder or maintained in sepasrate persommel files, as well as files maintained for
temporary processing or expediting purposes, This schedule also covers correspondsnce files not relating
to individuals maintained by operating personnel offices, involving thelr administration and operation,
The disposition of pay and payrolling records, normally maintained by agency fiscal units, 1s provided
for in Schedule 2.

ITEM RECOMMENDED
NO, DESCRIPTION OF RECORDS METHOD OF FILING# AUTHORIZED DISPOSITION

RECORD3 OF CONTINUING VALUE:

1. O0fficial Personnel Folders and Alphabetically by (a) See page R1-36 of the
comparable files accumilated pricr tvo name . Federal Personnel Manual for
egstablishment of the O0fficial Personnel Instructions relating to
Folder, excluding papers covered by folders of employees trans—
item 11 below, ferred to another agency.

(b) Transfer folders of

¥Prescribed methods of filing are indicated by referral to the issuance prescribing them; those
recommended under the provision of Sec, 505(a) of the Federal Records Act of 1950 (L1 U,S.C. Supp.
28L(a)) do not make refersence to an established authority. Any new regulations or directives that may
be issued from time to time will supersede these recormendations,
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ITEM

NO,

DESCRIPTION OF RECCRDS

2, Service Record Card (Standard Form
7 or its equivalent),

3. Position descriptions pertalning to
positions abolished after September 1,
1950, and descriptions superseded after
that date.

RECCRDS OF TEMPQRARY VALUE:

b, Correspondence in the operating person-
nel office and its subordinate units re-
lating to their administration and
operation,

5. Correspendence, letters, and telegrams
offering eppolintments to potential

employees,

6, Certificate files, oconsisting of:

8, Requests for certificates of
eligibles,

b, Certificates of eligibles,

7. Employee ‘record cards ussd.for
' informational purposes outside
personnel offices (such as Form
OF-4).

RECOMMENDED
METHOD OF FILING

In acoordance with Civil
Service Handbook S-812,
Basic Personnel Records

and Files System for

Federal Agencies, Oct,
1950, Part I A,

In accordance with Civil
Service Handbook S-812,

.Basic Personnel Records

and Files System for
Federal Agencies, Oct,

1950, Part I C 4.

By subject or agency
£iling system; start a
new file every 3 years,

Alphebetically by name,

File requests and cer-
tificates by certifieate
nunber,

File requests and cer-
tificates by certificate
number,

In accordance with Civil
Service Handbook S-812,

Basic Personnel Records

and Filea System for

Federal Agencles, Oct,
1950, Part III B 2 and

B 3. :
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AUTHORIZED DISPOSITION

separated employees to in-
active file on sepasration
in accordance with the Fed-
eral Personnel Msnual, R1-
353 for Department of De-

‘fense transfer folder to

Federal Records Center, St.
Louis, Missouri, 1 month
after separation; for all
other sgencies, 1 year
af'ter separation,

Transfer to Federal Records
Center, St. Louis, Missowrl,
5 years after year of
employee's separation or
transfer to another agency,

Retain one copy, (See item
8 for ‘disposal of other
position descriptions,)

Dispose 3 years after file
1s closed or 3 years after
date of document if filing
srrangement differs from
that suggested herein,

(a) If appointment is ac-
cepted: Destroy immediate-
ly. (b) If appointment 1is
declined: (1) Return to
Civil Serviece Comnlssion
with reply and application,
if name was recelved from
certificate of eligibles;
(2) File inside application,
if offered as a result of
application for temporary
or excepted appointment,
and dispose of in accord-
ance with provisions in
item 16; (3) All others:
Dispose immediately.

Digpose 2 years after date
of certificate,

Dispose 2 years after date
of certificate,

Dispose on transfer to
another agency or bureaun or
on separation of employee,

-2-
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GENERAL RECORDS SCHEDULE 1

All copies of correspondence and forms
maintained as temporary records in the
Official Persomnel Folder in accordance

including files relating to management
improvement suggestions considered under
Title X of P, L. L29, 8lst Congress, or

ITEM
NO. DESCRIPTION OF RECORDS
8. Position descriptions (copies other
than those provided for by item 3).
9 Employee interview records,

10. Duplicate cese files of efficiency
rating boards of review, coples of
which have been forwarded to the
Civil Service Commission,

1.
with the Federal Personnel Manual
Chapter R1, pages 35-38 (May 19505.

12, Position identification strips, used
in service control file (such as
Standard Form 7) to provide summary
data on each position occupied.

13. Employee suggestion case files,
comparable legislation,

1k, Case files on rewards for superior
accomplishment under Title VII of the
Clagsification Act of 19L9.

1s.

Notificatlons of personnel action,
exclusive of those in Official Personnel
Folders.,

a, Chronological file copies,
including face sheets,

RECOMMENDED
METHQD OF FILING

In accordance with
Civil Service Hand-
book S-812, Basic
Porsonnel Records and
¥iles System for
Federal Agencles, Octe

» Far .

Alphabetically by
name,

Alphabetically by
name; start a new
file every year.

On left side of

folder, chronologically,

In accordance with
Civil Service Hand-
book S-812, Basie
Personnel Records and
Flles System for
Federal Agencies, Oct,

» .

Alphabetically by
name; start a new
£ils every 5 years
or every 2 years,
as appropriate,

Alphabetically within
fiscal year; start new
file each fiscal year,

In accordance with
Civil Service Hand-
book 5-812, Basiec
Personnel Records and
Flles Systen for
rederal Agencles, Oct,

] .

gSARe.g
ppen
(7-10-53)

AUTHORIZED DISPOSTITION

Dispose when position is
abolished or description
is superseded.

Place in inactive file on
transfer or separation of
employee and start new in-
active file every & monthsj
dispose of inactive file 6
months after it is closed,
If f£filing arrangement differs
from that suggested herein,
dispose of records 6 months
after transfer or separation
of employee.

Dispose 1 year after closing
filey if filing arrangement
differs from that suggested
hereln, dispose of records
1 year after completion of
case,

Dispose on transfer or
separation of employee,
or when 2 years old,

Dispose when position is
cancelled or new strip is
prepared,

After closing case transfer
to inactive file arranged
in same way as active file
but closed at end of each
years dispose of (a) basic
copies 5 years after closing
of the file; (b) duplicate
coples 2 years after close
of £ ile,

Start new inactive file
every fiscal year; dispose
of each ysar's file 6
months after close of that
fiscal year,

Dispose after 2 years,
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ITEM

NO,

DESCRIPTION OF RECCRDS

b, All other copies.

16, Applications for employment and re~
lated papers, excluding (a) records
relating to appolntments requiring
Senatorial confirmation, and (b)
applications resulting in appointment
filed in the Official Persormel
Folder (covered in item 1 of this

_schedule).

17, Statistieal reports in the operating
personnel offics and subordinate units
relating to personnel,

18, Correspondence and forms in operating
personnel offices relating to individual
employses not maintained in Officiel
‘Personnel Folders and not provided for

elsevhere in this schedule,

a, Correspondence and forms relating
-to pending personnel actions,

b. Retention regilsters (including card
files and related papers) from which
reduction-in~force actions haye been
taken,

¢, Retention registers (including card
files and related papers) from which
no reduction-in-force actions have
been taken,

d. All other correspondence and forms,

19, Coples of documents dupliceted in
Of ficial Personnel Folders and not pro-

vided for elsewhere in thils schedule,

20, Files pertaining to the deferment of
Federal employees from military treining
under the Selective Service and Training
Aot of 1940, as smended (exoluding records
held by the Selective Service System and
the Review Committes on Deferment of
Government Employees and their predecessor
and guccessor agencies).

8, Reports to the Review Commlttee on
Deferment of Government Employees or
its predecessors on the Selective
Service status of employees (WMC Form
27 or equivalent).

b, Requests for occupational deferment
(DSS Form 42, 42a, or equivalent) and
all supporting and accompanylng papers,

RECOMMENDED
METHOD OF FILING

Alphabetically; start
s. new file every yesar,

In accordance with in-
spection requirements
of the Civil Service
Commission as stated in

Chapter A7 of the Federal

Personnel Manual,

By report and chrono-
logically thereunder.

Not applicable,

In ascordance with
Chapter R3 of the
Federal Personnel
Manual,

In accordance with
Chapter R3 of the
Federal Personnel
Manuel,

Alphabetically by name;

gtart a new file every
6 months,

Alphabetically by name;
start a new file every
6 months,

Conform to agency
practics,

Conform to agency
practice,
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GENERAL RECORDS SCHEDULE 1

AUTHORIZED DISPOSITION

Dispose af'ter 1 yeer,

Dispose upon receipt of

‘Civil Service Commission

report of inspection or
when 2 years old, whichever
is earlier, providing the

‘requirements of Section

A7-48,04 of the Federal
Porsonnel Manual are
obgerved,

Dispose 2 years after date
of report,

Dispose when action ls
completed,

Dispose after 2 years,

Dispose when superseded,

Dispose 6 months efter file
18 closed or 6 months after
date of document if filing
arrangement differs from
that suggested herein,

Digpose 6 months after file
is closed or 6 months after
date of document if filing
arrangement differs from
that suggested herein,

Dispose after 6 months,

Dispose after 6 months,
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GENERAL RECORDS SCHEDULE 1 (1C=L=5l)
ITEM RECOMMENDED
NO, DESCRIPTION OF RECORDS - METHOD OF FILING AUTHORIZED DISPOSITION

¢, Appeals to the Review Committee on Dispese after 6 months,
Doferment of Government Employees or
1ts predecessors for ocoupational

deferments and all accompanying and

supporting papers,

Conform to agency
practice,

d, Correspondence between individual Dispose after 6 montha,
agencies and the Review Committee on
Deferment of Goverament Employees and

its predecessors.

Conf'orm to agenoy
practice,

e, Requests to the Review Conmittee on Dispose after 6 months,
Deferment of Government Employees and
its predecessors for the designation

of certain positions as "Key Positions,¥

Conform to agency
practice,

f. Reports made within an agency by Dispose after 6 months,
individual employees on their

Selective Service status,

Conform to agency
practice,

21, Individual health record cards, File within year alpha-
betically by name, Set
up new file every yeax
and bring cards forward
from previous ysars to
it when individual con-

cerned 1s treated,

A11 cards pertaining to an
individual to be disposed
of 6 years after date of
last entry on the cards
pertaining to him,

22, Logs or reglisters of vwisits to
dispensaries, first aid rooms, and
health units,

a, Where information is summarized Chronologiecally, Dispose 3 months after last
on statistical reports. date on log or register,
b, Where information is not swmmarized Chronologically, Dispose 2 years after last

elsevhere, date on log or register,

23, Health record case files, comprising Alphabstieally by name, Dispose 6 years after date
forms, correspondsnee, and related Set up new fils each of last papers in the file,
papera documenting employee medical year and bring forward
history, except pre-smployment vhysieal from previcus years
examinations, disability retirement files related to an in-
examinations, and fitneas for duty dividual when that in-
examinations whick may be made a part dividusl is treated,
of or associated with the Official
Personnel Folder or may be retained
separately,

R4, Coples of statistieal summaries and By report and chrono- Dispose 2 years after dete
reports relating to employee health logicelly thereunder, of summary or report,
retained by reporting unit, and related
papers,

25, Certificates of performance rating, Conform to agenoy Dispose after 1 year,

practice,

Item 1, The Officisl Personnel Folder, promulgated in 1947 by the Federal Personnel Manuel (R1 35-38),

18 considered to be the official record doocument:

folder, which "travels®
force and effect to app
job performance,

sonnel Folder,

with the employee throughout his Federal career,
olntments and all other psrsonnel transactions,
All other personnel records relati
papers in the Official Personnel Folder and ap
in this schedule, individually or as part of
includes agency folders msintained as the off

This
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Iten 2. These service record cards are official summaries of the salient facts of employment history that
are meintained by personnel offices to obviate frequent references to officisl foldera and to be used as
the offieial record in lien of lost official folders, The cards serve as a ceniral persomnel office
record of all aspects of personnel administration, and have coniinuous significance as a conclse reference
source after transfer or separation of the employee, :

Item 3, These descriptions must be retained indefinitely in order to protect fully the job restoration
rights of persoms who are furloughed to enter the military gservice under the 1948 Selective Service law,
These rights involve restoration to the permanent position held as of September 1, 1950, when personnel
sctions became temporary under Executive Order 10180 and related legislationm,

Items 4 and 5, These files reflect the operation of the personnel office in edministering the agency per-
sonnel program, and that of the subordinate branches charged with individual phases of the progran,
Employment policy is normally reflected in agency files at higher administrative levels, Files covered
by Lltem 4 serve temporary administrative needs involved in the daily problems arising in persomnel work,
and the retention period indicated iz adequate to serve such temporary needs, Correspondence relating to
indlviduals who receive appointments is provided for elsewhere in this schedule, and item 5 relates to
routine papers reflecting pre-appointment negotiations with potential appointees, .

Ttem 6, These forms relate to requests mads by the agency to the Civil Service Commission for lists of
oligibles from established registers, The certificate itself is of little administrative value once
declsions have been taken with respect to the names certified.

Ttem 7., Optional Form 4 was developed as an informationmal record for operating units served by the per-
aonnel office to obviate requests for employee service and related data, 'Once the employee leaves the
operating unit, the card is of no further administrative value, The permanent summary card record ls

maintained on Standard Form 7 (see item 2) by the personnel office itself,

Item 8. Position descriptions, used in classification work and in employment control, are of value as

coutinuing personmel documents while the descriptions they contain are still valid, Except for deserip-

tions which may be of continuing value because of their aptness of content (which may be retained as non-

record reference material), these records are of little value after they are superseded or cbaolete,

Descriptions of positions abolished and deseriptions superseded after September 1, 1950, are retained

for the special reasons noted under item 3, -

Ttem 9, These are primarily employee relations files and involve entrance and exit interviews, and inter-
views involving complaints by or against the employes., Any action taken by reprimand or otherwise 1s per-
manently documented on the right hand side of the personnel folder, Some agencles place these records on
the temporary side of the folder, to be disposed of on transfer or separation,

Item 10, These are duplicates of papers submitted by members of Boards of Review to the Civil Service
Conmission on termination of their terms of office,

Item 11, These are temporary papers dealing elther with the inception of persomnel actions documented on
the permanent side of the Official Persomnel Folder or with administretive matters, -and are of administra-
tive value only for a short time,

Ttem 12, These visible strips, which are maintained with the service record card files, provide sumsmary
data on each position occupied, They have no record or reference value when the related positions are
canceled,

Ttem 13, These are case files accumlated under agency beneficial suggestion and management improvement
programs, They have administrative value in evaluating new suggestions and in documenting current
practices and procedures instituted as a result of the suggestions, The disposal pericd is sufficlent to
satisfy administrative needs either in reference or in documenting current practices, A lepse of five
yesrs after closing of the file will provide for normal reference needs,

Item 14, These are primerily coples of reports submitted to the Civil Service Commission, The copies are
of 1ittle value to the agencies after = short period following submittel of the report,

Ttem .15, Copies of notifications of personnel action (other than the Official Personnel Folder copy) which
heve administrative or fiscel use are the pay copy, which is to be disposed of uniformly with other pay
records, and the journal action copies, which will be retained for two years, in accordance with the pro-
vision of R1-2 of the Federal Personnel Mamual, to satisfy inspsction requirements.

Item 16, These files are involved in agency recruitment and appointment activities which are subject to

Cosmlgsion inspection to ensure that applicable rules are being observed, The application files are held -
for a sufficient period to serve the imspection needs of the Commission as well as the administrative S
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needs of the agency personnel office, Papers pertaining to successful applicants are retalned as part of
the personnel folders described in item 1, The files eovered by this item, however, involve pending or
unsuceessful applications,

Ttem 17, These reports, which are required administratively and by the Cormission on many pheses of per-
sonnel administration, are normally consolidated into summary reports submitted to higher administrative
levels, or are so detalled as to heve no further administretive value after the pericd indicated,

Ttem 18, This item is intended to provide for the mass of local and other forms and correspondence which
are not placed in the Official Persomnel Folder because the Federsl Personnel Manual does not require it
or because it is deemed not to be administratively necessary to do so, Pending perscnnel actions, includ-
ing those resultling from reduction in foree proceedings, sre documented in the Folder and the papers here
described are essentially working papers which rapidly lose their value as organizational and personnel
changes render them noncurrent. Generally, the other files covered by this item relate to aspects of
employment history which are also documented in the official folders or in fiscal records to be retained
for s lengthy period by the provisions of this schedule, and therefore sre of little administrative value
after relatively short periocds,

Ttem 19, These are copies of forms relating to persomnel actions and other matters involving the employee
submitted by the operating unit initiating the form to the personnel office,

Ttem 20, These records, created by Federal agencies as a result of operations pursuant to the Selective
Service and Training Act of 1940, a3 smended,are of no further administrstive valuve to the agencies,
Actions taken with respect to individuals have been documented in retsined Official Personnel Folders or
their equivalents existing prior to 1947,

Items 21 and 23. These are the continuing records of trestment of individual employees; any correspond-
ence, memoranda, or other data are filed in the same jacket., Journal entries are made on record cards or
comparable forms recording each visit of the patient, brief diagnosis or statement of referral to private
doctor, and trestment given, if any, The documents excepted from disposal are deemed of long term value
by both personnel offleials and by medical officials, and are normally filed in the Official Personnel
Folder (item 1), but the remainder of the papere in each file are of only ephemeral interest, The records
have no historical value; they are not of value for documenting health activitles; medical officers be-
lieve that if no new date have been obtained during the retention period specified, they are of no value
medically; and thelr administrative utility is limited by the five-year statute of limitations on claims
for employees! compensation,

Item 22, These are journals on which are recorded the name of each patient, date on which he came, and,
often, other ldentifying deta, time spent, and a very brief notation of the illness or injury that
prompted him to come, The records are occaslonally used for administrative purposes for about one year
efter they are created, but not longer, They have no historical value and no value for documenting the
history and functions of the dispensary, first aid room, or health unit; medical officers state that they
have no medical value, Since thelr only administrative use is for statistical purposes, it is possible
to dispose of those which'are statistleally summarized almost immediately and the statisticel utility of
the others is exhausted within the alternate perlod specified,

Ttem 24, These are retained coples of reports and summarles compiled by a health unit for transmission to
higher administrative echelons, where they are used in combination with other reports for statistical and
nerrative analysis, and of Informstional coples of analyses transmitted to health unite by higher admini-
strative echelons, In elther oase, significant date are available at the higher echelons and the records
are of no utility in health units beyond the periocd of time specified,

Item 25, These files consist of certifications by each supervisor that he has rated employees under his
jurdsdiction and has discussed the ratings with them, The certifications provide the necessary documenta-
tion to support the processing of pericdic salary increases, and for the recording of other than
"gatisfactory" raetings on the retained service record cards (item 2 of this schedule), After such record-
ing these certifications have no value,
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Payrolling and Pay Administration Records

Payrolling and pay administration records pertain to disbursements to civil employees of the Govern—
ment for peraocnal services, This schedule spplies to the pay records created since January 1, 1921, that
are common to all agencies, but it excludes (a) retirement record cards (Forms 2806 or equivalent) that
are maintained dur employee duty and then are transferred to the Retirerment Division of the Civil
Service Commissionj (b) files physically transmitted to the General Accounting Office or maintained in
agency space for audit under Section 117(b) of the Budget and Accounting Procedures Act of 1950 and the
Post Office Financial Control Act of 19503 (c) records relating to tax withholding, defense bonds, or
fidelity bonds, or other records held by the appropriate units of the Treasury Department responsivls for
the related Government-wide programsy (d) or to Bureau of the Budget files reflecting agency pesrsommsl
needs and problems, Evaluation and disposition of these reccrds must be provided for sepsrately.

Normally copies of papers raguired by the Comptroller General to be maintained for site audit o to
be physically transferred to the Genmeral Accounting Office for cemtralized audit, technically constitute
segments of accountable officers' accounts (Scheduls §). In no event may disposal be mads of records
pertaining to accounts, claims or demands involving the Govermment of the United States which have not
been settled or adjusted by the General Accounting Office unless the agency concernsd has written
approval of the Comptroller General, as required by Section 9 of the Records Disposal Act of 1943, as
amended (kb U.S.C. 37h).

About 70 percent of Federal civillan pay accounts are prepared and maintained in accordance with
Gsneral Regulations No., 102 of the Comptroller General, issued in 194L. This regulation provided, among
other things, that the pay record for each employee be maintained on a separate card form (Standard Ferm
1127 or equivalent) and abandoned the comprehensive payroll fairly universal in the Federal Govermment
since about 1880, The regulations induced a strong measure of uniformity, although the exemption of the
Post Office Department and the Postal Service from its purview immediately removed about one-fourth of
all Federal employees fram its scope, Howsver, there are at present three basic systems in use in the
Federal Government for the preparation and processing of payrolls: (a) The simplified payroll system
promulgated by General Regulations No. 102, serving the administrative interests of the agencies, the
Osneral Accounting Office audit responsibilities, and the Division of Disbursement of the Treaswry
Department, Although the regulations are specifically formulated for per annum employess, the system is
used in an adapted form for per diem and other employees of the Departments of the Army and the Air Forocs,
and certain oivilian exacutive departments. The Navy, while not specifically exempt, has arranged to use
its traditional procedures in preparing civilian payrolls, although its departmental rolls ars prepared
under an adaptation of the regulations; (b) The Navy system for its field employees, which retains the
older type of comprehensive payroll; and (¢) The Post Office Department and United States Postal Service
systems,

The varlous adaptations of Regulationa No, 102 which have been permitted by the Comptroller General
and the non-use of the regulations have resulted in the creation of records which are equlvalent to the
individual pay card in values but often differ radieally in physical nature and format., Some agencies,
for example, post pay and deduction data both to a pay card and to the older type of comprehensive pay-
roll, Other agencies use no pay card and rely on the comprehensive payroll where it is felt that use
of the simplified system, geared as it is to occasional changes in normal pay, is not administratively
feasible because pay changss may be the agency norm rather than the exception.

The ey file in any of the payroll systems is the record which contains the deduction and service
data, This data appears in either the centralized pay oard or on the face of the older type of
comprehensive payroll traditionally used.

In the payrolling process, a group of diverse records are accumulated, Under the Regulations 102
system, the pay records are normally site audited by representatives of the Gemeral Accounting Office,
who examine primarily the sarning record cards, payroll change slips that are preparsd to document changes
in normal pay, certification sheeta containing the signature of the agency certifying officer, check lists
prepared in lieu of the more formal peyrolls by Treasury or local disbursing personnel, source persomnsl
documents such as basic time and attendance reports, and copies of personnel action forms advising of
personnel actions resulting in changes in pay. In addition pay registers and cther accounting devices are
maintained %o check and balance the accounts,

A1l payroll systems require the maintenmance of a summary leave card, to which information is posted
from more detailad records kept by time and attendance clerka located throughout an agency. Two basic
forms are used by most agencies: (a) Standard Form 1137, which shows leave taken by an employes over a
two-year periods and (b) Standard Form 1130, which is a combination time and attendance and 1lsave record
designed to be maintained in agenciss in which the timekeeping function is decsntralized. One Standard
Form 1130 is maintained for each employee each pay period, and the current leave status figure is
acoumilated from pay pariod to pay period.

Other records incidental to the payrolling process are withholding tax and defense bond records,
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reports mede to Treasury Department units and the Civil Service Commission on income tax and retirement
transectlons, and other records not perteining to individusls, but rather to the general administration
of the payrolling office and the payrolling function,

operating units responsible for payroll
rreparation and processing, pertaining
to-administration and operation of the

a, Coples used in payroll preparation
(Where Standard
Form 1130 is used for both time
.and attendance and leave posting
purposes, the disposal provision

Individual authorization card and record
of payroll allotments (such as Treasury

a, Uhere record of bond deductions is
" maintained on earning record card,

b, Where reocord of bond deductions is

ITEM
NO, DESCRIPTION OF RECORDS
RECORDS OF CONTINUING VALUE:
1, Individual earning and service cards
{such as Standard Form 1127 or its
equivalent), and papers recommended
by item -8 as attachments.
RECORDS OF TEMPORARY VALUE:
2, Correspondence flles maintained by
units,
3. Time and attendance reports.
and processing,
for item 9 applies,)
b, All others.
b
Department Form 2254).
not maintained elsewhere,
5 Issulng agente' copiea of bond
registration stubs,
6, Receipts for U, S, Savings Bonda,
and checks,
7. Reports of deposits and purchases of
bonds, and related papers,
8\!

Applications for leave and supporting
papers,

e, Applications for leave teken im-
mediately prior to separation,

"RECOMMENDED

METHOD OF FIT ING

Alphebetically by
neme of employees
gtert a new file

every yesar.

Conform to agency
practice,

Standerd Form 1130 for
each employee per pay
perled, arranged by
pay perled; one copy of
Standard Forms 1135 and
1136, chronologleally,

By pay period with other
ray records,

Alphabetically by name
of employse,

Alphebetically by name
of employee,

By year and bond num-

ber thereunder,

By month and alpha-
betically thereunder,

By month,

Alphsbetically by neme;
start a new file every
year,

AUTHORIZED DISPOSITION

Dispogal not authorized by
this schedule, (Transfer
to Federsl Records Center,
St, Louis, Migssouri, 1 year
after sudit,)

Digpose after 2 years,

Dispose 2 yesrs after audit
by the General Accounting
Office.

Dispose 6 months after end
of pay period.

Dispose when supergeded by
nevw card or on transfer or
separation of employee,
vhichever is earlier.

Dispose 4 years after close
of file, (Remove to insc-
tive file when superseded
or upon transfer or separa-
tions close inactive file
at end of each yesr and
transfer to Federal
Records Center 2 years
thereafter,)

Dispose after 2 years,
Dispose 3 months after date
of receipt,

Dispose after 4 years,

Disposal not authorized by
this schedule, (Attach to
individual pay or esrning
card {(see item 1),)
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9.

10,

12,

Approved For Release 2002/02/12 : CIA-RDP78-04718A001300080004-7

GENERAL RECCRDS SCHEDULE 2

DESCRIPTION OF RECCRDS
b, All others,

Leave record cards, maintained inde-
pendently of pay and earning records,
(Tneluding Standard Form 1130 when
used as a leave record,)

a, Finael ecards showing accumilated
leave on gseparatlon,

b, All other cerds,

Records of leave data transferred (such
as Standard Form 1150),

Notifications of personnel asction, ex-
clusive of those in Offieial Perscmnel
Folders,

a, Pay or fiscal copy.

b, Chronological file copies, includ-
ing face sheets,

¢, All other coples,

Copies of budget euthorizations to
operating units {that control persomnel
cellings and persomnel actions,

Memorandum coples of peyrolls, check
lists, and related certificetion sheets
(such as Standard Forms 1013, 1128, or
equivalents),

a, Securlity coples of documents pre-
pared or used for disbursement by
Treasury disbursing offices, and
related papers,

RECOMMENDED
METHOD OF FILING

Alphsbetically by name;
start a new flle every
year,

Alphabetlcally by name;
start 8 new file every

2 years 1f Standard Form
1137 or ite equivalent
is used, &and every pay
period if Standard Form
1130 1is used.

Alphabetieally by name;
gtart & new file every
2 yoars 1f Steanderd Form
1137 or its equivalent
is used, and every pey
period if Standard Form
1130 1s used,

Alphabetically by name
start a new file every
year,

By pay peried with other
pay records,

In acoordance with Civil
Service Handbook S-812,
Bagic Personnel Records
and Files System for
Federal Agencles, Oct,
1950, pert I B 4,

Alphabetleally; stert a
new file every yeer.

By organigation,

Chronologically by pay
period,

GSA Reg. 3
Appendix B
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AUTHORTZED DISPOSITICN

Dispose 1 year after file
is closed or 1 year after
date of application if
filing arrangement differs
from that suggested herein,

Dispose after 10 years,
(Close file at end of year
and transfer to Federal
Records Center, St. Louis,
Missourl, 3 years there-
after; dispose 7 years
after transfer to Center,)

Dispose 3 years after audit
of related pay records,

Dispose 2 years after file
is cloged or 2 years after
date of document if filing
errangement differs from
that suggested herein,

Dispose 2 years after audit
of related pay records by
the General Accounting
foiceo

Dispose after 2 years,

Dispose after 1 yeer,

Dispose when superseded,

Dispose when Federal
Records Center receives
second subsequent payroll
or check list covering same
payroll unit,
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ITEM

NO,

15,

16,

17,

18,

19,

20,

21,

DESCRIPTION OF RECCRDS
b, All other copies,

(1) Where earning record card is
maintained,

(2) Vhere -eerning record card is
not maintained,

Payroll control registers (such as
Standard Form 1125),

Payrell change slips exclusive of those
in Official Personnel Folders (such as
Standard Form 1126),

a, General Accounting Office audit
CODY e

b, Copy used by disbursing officer in
rreparing checks,

¢, All other ccples,

Memorandum copies of fiscal schedules
involved in payroll processing,

8, Genersl Accounting Office audit
oopy.

b, A1l other copies,

Administrative reports and data relating
to payrolling operations and psy sdminis-
tration,

a, Reports and data used for worklosd
and personnel management purposes,

b, All other reports snd data,

Withholding tax exemption oertifiocates
{(such as Internal Revenue Form W-4),

Returns on income texes withheld (such
ag Internal Revenue Form W-2), '

Reports of withheld Federal taxes and
related papers (including records relat-
ing to income and social security taxes),

Retiremsnt reports and reglsters,

RECOMMENDED
METHOD OF FILING

By pay period with
other pay records,

By pay perlod with
other pay records,

By pay periocd with
other pay records,

By pay pericd with
other pey records.

By pay period, there~
under alphabeticelly

by name,
By pay period, there-

under alphabetically
by neme,

By pay period with
other pay reccrds,

Varies with agency
practice,

Conform to agency
practice,

Conf'orm to agency
practice, )

Alphabeticaily by

_name,

By return and chrono-
logically thereunder.

Conform to agency
practice,

Chronologically,
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AUTHORIZED DISPOSTTION

Dispose 2 years after audit
by the General Accounting
Office,

Dispose when 10 years old,
(Transfer to Federal
Records Center, St, Louis,
Missouri, when 3 years old,)

Dispose 2 years after audit

by the General Accounting
Office,

Dispose 2 years after audit
by the General Accounting
office,

Dispose after preparation
of check.

Dispose 1 month after end
of pey period,

Dispose 2 years after audit
by the General Accounting
Office.

Dispose 1 month after end
of pay period,

Dispose after 2 years,
Digpose after 4 years,

Dispose 4 years after card

1s superseded or obsolete,

Dispose after 4 years,

Di'sposé after 4 years,

Dispose after 4 years,

Ttem 1, These are the official centralized pay records maintained by agenéies keeping such records under

General Regulations No, 102 of the Comptroller General or an adaptation thereof,

are also normelly included, In agencies under payroll site audit, this centralized record is the only

Summaries of service
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file documenting the fiscal aspects of employment history, It is retained as a record related to the
Official Personnel Folder and the Service Record Card, which document the employment history itself,
Comprehensive payrolls which serve as a fisecael record in lieu of an earning card are reteained under item
13 for a ten-year period, After that time reference can be made to the payroll transmitted to the General
Accounting Office as a supporting voucher,

Items 2, 7, 12, 17, These files reflect the general operation and edministration of the organizational
unit responsible for preparation of the payroll, The correspondence files pertain to routine administra-
tive matters and normelly do not relate to individual pay accounts. Nor do they contain key fiseal data
of more than transitory importence. Reports pertaining to bond sales are made either for internal
accounting purposes or are submitted to Treasury units involved in the management of the savings bond
program, In either case, the papers are held long enough to satisfy intermsl sccounting, reporting, and
other sdministrative needs, The administretive reports files may provide date on the volums of voucher
exemination or the incidence of other accounting operations, of interest for work measurement or staffing
purposes; or they may conslst of papers or reports transmitting agency accounting data for special or
routine reporting purposes, In either case, coples are retained to provide for the reference needs of the
unit preparing the report or compiling the data,

Ttems 3"-6, 8-11, 13-16, 18-21. These files are accumulated in the course of processing and preparation
of the payroll., They are generally disposable after agency administrative and Genersl Accounting Office
needs have been met, as follows:

a. Check 1lists, payrolls, posting media, controls, and related ra (Items 11, 13-16), The
basic record used in accumulating data for the preperation of payrolle are the time and attendance reports,

which may consist of sheets manually posted by employees or payrolling personnel, or punched mechanically
by time clocks or similar equipment, Changes in employee status affecting the payroll are noted by the
peyrolling office on the fiscal copy of the notification of persomnel action (item 1la), or the change
slip (item 15) prepared by the persomnel office to authenticate, document, and provide acoounting data on
pay adjustments, The time and attendance reports, persomnel action notifications, and change slips are
all posting media to individual esrning and service cards, and to check inseription plates (in the case
of the change slips). Payroll control registers (item 145 are accounting devices loecally maintained to
insure the proper reconciliation, balaneing, and agreement of accounts from one pay period to the next,
The fiseal schedules are documents (item 163 sunmarizing, for accounting purposes, disbursements, collec-
tions, and speclalized transactions occeurring during the payrolling process, but they normally do not con-
" tein date on individual peyments, Schedules may be filed with other papers accumuleted during the pay-
rolling process or may be filed as a supporting paper to the account current of the accountsble officer
(Schedule 6, item 1), or both,

Agencies using the simplified payroll system retain memorsndum copies of check lists (item 13b)

- prepared by the Division of Disbursement, Treasury Department, or of comprehensive payrolls which have
been prepared by the agency for the Division of Disbursement or agency disbursing officers. Comprehensive
payrolls normally preclude the maintenance of individual earning cards, Where both are kept, the payroll
is made disposable with the posting media and controls two years after the Gemeral Accounting Office site
audit to provide for reference after such audit clearance, Where the earning record card is not mein-
tained the memorandum copy of the comprehensive payroll is retained for 10 years, With the exception of
individual earnings record cards and comprehensive payrolls which are retained for 56 yeara, General
Accounting Office records relating to payroll transactions supporting disbursing accounts are available
for a 12-year period, .

In the normal course of current operations, security coples of agency peyrolls or check lists and
attached papers (item 13a) are transferved to appropriate Federal Records Centers by disbursing officers
as soon as checks are isswed. Since only current data need be available, documents are disposable at the
Centers when the second subsequent roll or 1list is received, Other copies and the papers attached are
held long enough after site audit to satisfy agency needs, Under this procedure the current and immediate-
1y preceding peyment listing will be continuously available,

b, Savings bond, retirement, and tax fileé (Ttems 4~6, 18-21). These are among the records relating
to the documentation of deductions from pay made in the course of the payrolling operation, They ars

summarized in the individual earnings record (item 1) and other fiscal records, such as certaln vouchers
and schedules (item 16), The Public Debt Bureau mainteins adequate records of bonds purchased through
payroll savings plansi reports of income and social security taxes are sent to the Internal Revenue
Service; and reporta of retirement transactions are sent to the Civil Service Commission.

c. Leave records (Ttems 8-10). The applications for leave are held for a minimm period, since they
are posted to summary leave record cards (item 9), Most cards are disposable sfter retention for three
years to satisfy normal reference nesds, but cards showlng acoumulated leave upon separatlon are dispos-
able after a sufficient period to provide for their use in answering claimg brought within the statutory
ten-year period. The record of leave data transferred, submitted to the receiving agency on employee
transfer, is posted to the now leave record shortly after receipt of the data,

Approved For Release 2002/02/12-5-CIA-RDP78-04718A001300080004-7



Approved For Release 2002/02/12 : CIA-RDP78-04718A001300080004-7 GSA Reg. 3

Appendix B
(F10-53)
GENERAL RECORDS SCHEDUIE 3

Procurement and Supply Records

Agency procurement and supply records include the papers and files involved in obtaining goods and
non-personal services, controlling the volume of stock on hand, reporting procurement needs, and related
supply matters which are part of daily procurement operations rather than staff or policy functions.
The basic procurement files reflect a considerable range of procedure, from simple small purchases to
complicated prime contractor and subcontractor operations.

This schedule covers procurement files dated since 1894, when such filss began to be somewhai
standardized., All contract records prior to 189, for example, are not of permanent value, but thelr
unstandardized nature makes it necessary for these older files to be evaluated on their own merits and
they are therefore not coversd by this schedule, Frequently coples of procursment papers become integral
parts of other files in the agency, such as project flles of various types or general subject files
pertaining to program operationsj such copies are not covered by this scheduls because they cannot be
considered and evaluated separately from the files of which they are a part, Furthermore, written
findings pertaining to procurement methods, required by Section 7(c) of the Armed Services Procurement
Act of 1947 (L1 U.5.C. 156) and Section 307(c) of the Federal Property and Administrative Services Act
of 1949 (i1 VU.S.C. 257), are not covered by this schedule,

This schedule does not apply to records held by the Gensral Accounting Office reflecting Government=—
wide responsibilities, or to those held by the General Services Administration or other agencies to which
Government~wide procurement or related responsibilities have been delegated under the provisions of the
Federal Property and Administrative Services Act of 1949, Normally originals of papers required by the
Comptroller General to be mainteined for site audit, or to be physically transferred to the Gensral
Accounting Office for centralized audit, technically constitute segments of accountable officers!
accounts. These original papers are therefore excluded from coverage in this schedule for the reasons
set forth in Schedule 6. Similarly, this schedule does not apply to documents submitted to or created
by other coordinating or regulatory agencies, such as the National Production Authority, the Economic
Stabilization Agency, and others, in the course of their program operations.

In no event may disposal be made of records pertaining to accounts, claims or demands involving the
Government of the United States which have not yet been settled or adjusted by the General Accounting
Office without written approval of the Comptroller General, as required by Section 9 of the Records
Disposal Act of July 7, 1943, a& amended ?ﬁh U.5.C. 37h).

Since 1949 Federal agencies have operated their procurement and supply systems under regulations
issued by the Federal Supply Service of the General Services Administration, although the Secretary of
Defense under Section 201(a) of the Federsl Property and Administrative Services Act of 1949, may
exempt his Department fram General Services Administration procurement regulations and orders.

Records documenting procurement and supply in the agencies are largely standardized by various
regulations of the Comptrollsr General and the Administrator of Genersl Services, Forms to be used and
reports to be made both ad hoc and as part of the returns of Federal disbursing officers are prescribed,
General Regulation No. L of the Administrator of General Services, for example, makes mandatory the use
of certain standard supply contract forms. The physical arrangement of the transaction files themselves
differs in the warious agencies, however., In all agencies the official contract files, for example,
contain a minimum core of specified documents, but there are also other documents that vary in accordance
with what the individual agency deems to be best for ite omn operating purposes.

Procurement files fall into a number of functional categories, depending on the rols of the file in
the total supply process and its administration.

The key procurement file is the transaction case file containing the formal contract or informal
purchase order or leass instruments and all related papers. The documents flowing into the transaction
file differ in detail, but they include, in addition to the purchase document, specifications, bids,
schedules of delivery, initiating requisitions, involces, and correspondence. Other coples of these
documents, made for expediting and other administrative purposes, are scaitered throughout the inspectionm,
shipping, expediting, and other units of the agency procurement organization. Conformed copies of most
procurement documents involving sums over $5,000 for military agenciss and over $2,000 for other agencies,
and leases, are submitted to the General Accounting Office at the time of their execution. The General
Accounting Office contract file normally includes only those basic papers which enable its auditors to
pass on the propriety of the expanditure or cbligation. In agencies whose accounts are under site audit,
the pertinent copies are maintained in agency space for the General Accounting Of fice,

Agency files may pertain to one or more of several procuremont methods: (1) purchases against
Federal Supply Service schedule contracts, record copies of which are in the appropriate Federal Supply
Service regional office, (2) transactions initiated pursusnt to the agency's own purchasing authority,
or (3) requisitions from Federal Supply Service current inventorles. Normally, in transactions not
arising from Federal Supply Service schedule contracts, purchase orders are used for transactions under
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Certain basic legislation normelly governs procurement policles, The First and Second War Powers Act,
enacted early in World War II, laid down general poliecies which gave to contracting officers wide latitute
in contract determinations, The Armed Services Procurement Act of 1947 (62 Stat, 21) stated policy for
armed forces procurement, Title III of the Federal Property and Administrative Services Act of 1949, as
amended, (63 Stat, 377) restated over-all procurement policy and methods for the Government as & whole.
Speclslized legislation, such as the various renegotiation and price adjustment acts following World Wer
II, produced temporary modifications of procedures, '

The Federal procurement field has been affected from time to time by specialized legislation, some of
which has been enacted for ad hoc purposes, while other laws have resulted in standard contract articles,
Thus the Contract Settlement Act of 1944, as amended, (58 Stat. 649) prescribed procedures and policies
to be used in the termination of World War II contracts; the Fair Labor Stendards Act of 1932 prescribed
certain standards of working conditions and employment that are still in effect; and the Anti-Kickback Act
of 1934, subsequently amended in 1946, attempted to outlaw illegal arrangements by which employees returned
rarts of their wages to their employers under duress, Other legislation and administrative policies have
imposed other legal safegusrds and prohibitions, particularly in the field of real property procurement,
-In most instances the procurement files are required to document actions taken under the various laws.

Legislation which governs the procurement process inevitably affects the content of procurement files
but not in such & way as to affect the long term value of the files except in the cases of those involving
.certaln agpects of real property acquisition,

Cther files related to the procurement and supply function include reports used for supply management
purposes by the agency creating the records as well as the staff agency involved with Government-wide pro-
grams, local requisition and stock inventory files, and other minor supply papers.

ITEM i RECOMMENDED
NO, DESCRIPTION OF RECORDS METHOD OF FILING AUTHORTZED DISPOSITION

REGORDS OF CONTINUING VALUE:

1. Procurement files (as described in item Conform to -agency Dispossl not -authorized by
4 below) involving transactions of practice, this schedule, -
$25,000 or more and documenting the =
initiation and development of transactions
that deviate from established precedents
with respect to general agency procurement
or to major procurement programs (other than
~those covered by item 13),

2. Title papers documenting the acquisition Conform to agency Disposal not authorized by
of real property (by condemnation pro- practice, this schedule. (Transfer
ceedings or otherwise), to Federal Records Center

3 years after ssle of
property., )

RECORDS OF TEMPORARY VALUE:

3. Correspondence files of procurement Conform to agency Dispose after 2 years,
operating units pertaining to thelr practice,
internal operation and administration
that are not covered elsevhere in this
schedule,

4. Contract, requisition, purchase order,
lease, bond and surety records, including
correspondence and related papers pertain-
ing to award, administration, recelpt,
inspection, and payment (other than those
covered in items 1, 2, and 13),

8, Procurement or purchase organization

copy.
(1) Transactions of $1,000 or less. By contract or lease Dispose 4 years after finel

symbol and number payment,

thereunder; by purchase Y

order number,
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$1,000 and less than $25,000,

(3) Transactions of $25,000 or more.

¢e Other copies of papers described in
(1) Papers duplicated in item lLa,
(2) Papers not duplicated in item La,

Files of volums and workload reports on
procurement and supply operations and
procedures (other than those incorporated
in case files or other files of a general

Defense reports reflecting procurement
under exemptions authorized by Section

Administrative Services Act of 19L9 (LO
a, Copies received from other unlts for
internal purposes or for transmission.

b, Copies in other reporting units, and

¢, lists or cards of acceptabls bidders.

ITEM
NO. DESCRIPTION OF RECORDS
(2) Transactions of more than
b, Obligation copy.
»
5.
nature), exclusive of Department of
201(a) of the Federal Property and
U.S.C. LBL).
related work papers.,
6. Bid files.
a, Successful blds,
b, Unsuccessful bids,
Te

Records relating to requisitions on the
Public Printer, and all supporting papers.

a, Printing procurement unit copy of
requisition, invoice, specifications
and related papers.

be. Accounting copy of requisition,
Government Printing Office involce,
transfer of funds voucher, and
receiving report,

RECOMMENDED
METHOD OF FILING

By contract or lease
synbol and number
thereunders by purchase
order number,

By contract or lease
gymbol and number
thereunder; by purchase
order number,

By appropriate number
in suspense file for
postinge

As appropriate.

As appropriate,

By report and chronolog-
ieally thereundsr,

By report and chronolog-
ically thereunder,

One copy of each bid
with procuremsnt fils

One copy of each bid
with procurement file
(item L),

Alphabetically by

stock ltem or by name
of bidder,

By requisition number,

Attach to related
vouchers,
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AUTHORIZED DISPOSITION

Dispose 7 years after final
payment. (Place in
inactive file on final pay-
ments transfer to Federal
Records Center 3 years
thereafter.)

Dispose 11 years after final
payment. (Place in

inactive file on final pay-
ment; transfer to Federal
Records Center 3 years
thereafter.)

Dispose when funds are
obligated,

Dispose 1 year after comple-
tion of transaction.

Dispose in accordance with
provision for item ka,

Dispoze 2 ysars after date
of report.

Dispose 1 ysar after date
of report,

Dispose in accordance with
provision for item L,

Dispose in accordance with
provision for item k.

Dispose when new list or
card is made,

Dispose L yaars after
campletion or cancellation
of requisition.

Dispose li years after period

covered by related account,.
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ITEM

-No,

8,

9.

10,

11,

12,

13’

DESCRIPTICN OF RECORDS

Requigitions for non-personsl services,
such ag duplicating, leundry, binding,
and other services (excluding records
sgsoclated with accountable officers!
accounts (Schedule 6)),

Requisitions for supplies and equipment
from current inventory,

a, Stockroom copy.

b. All other copies,

Inventory files,
&, Inventory lists,

b, Inventory cards,

¢, Report of swrvey files and other
papers used ag evidence for adjust-
ment of Inventory records, not other-
vise covered in the General Records
Schedules,

Telephone statements and toll slips,

Files of reports on supply requirements
and procurement metters submitted for
supply management purposes (other then
those incorporated in cage files or other
files of a general. nature), exclusive of
Department of Defense reports reflecting
procurement under exemptions authorized
under Section 201(a) of the Federal
Property and Administretive Services Act
of 1949 (40 U.S.C. 481),

a., Coples received from other units for
internal purposes or for transmission
to staff agencies,

b, Copies in other reporting units, and
relsted work papers,

Contractora! payrolls (conastruotion
contracts) submitted in accordance with
Labor Department regulations, with re-
lated certifications, anti-kickback af-
fidavits, and other related papers,

"RECOMMENDED

METHOD OF FILING

By requisition
numbey

Numerically by requi=-
sition number,

Kumericelly by requi-~
sition number,

Nunericelly by stock
nuber or alphabetlcal-
ly by item, as appropri-
ate,

Numerically by stock
number or alphabetical-
ly by item, as appropri-
ate,

Conform to agency
mractice,

Attached to related
vouchers,

By report and chronolog-
10ally thersunder,

By report and chronolog-
lcally thereunder,

By contract; thereunder
chronologically.
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AUTHORIZED DISPOSITION

Dispose after 1 year,

Dispose 2 years after com-
pletion or cancellation of
requisition,

Dispogse after 6 months,

Dispose 2 years from date
of list,

Dispose 2 years after dis-
continuance of item or 2
years after stock bslance
is transferred to new card
or recorded under a new
classification, or 2 years
after equipment is removed
from agency control,

Dispose 2 yeurs after date
of swrvey action or date of
posting medium,

Dispose 4 years after period
covered by related soccount,

Dispose after 2 yesrs,

Dispose after 1 yesr,

Dispose 3 years after date
of completion of contract
unless contract performance
is subject of enforcement
action on such date,
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ITEM RECOMMENDED
No, DESCRIPTION OF RECORDS METHOD OF FILING AUTHORTZED DISPOSITION
14, Tax exemption certificates, and Conform to agency Dispose 4 years after
related papers, practice, period covered by related

account,

Item 1, These procurement files, normally selected by the egency as of continuing value, consist of
procurement papers and related records which may or may not have been physically located in the agency
principal procurement file, The records are retained not because of the indlvidual transaction they
represent, but because (a) they represent new departures in administrative arrangements not documented
elsevhere in the agency, (b) they are an integral psrt of a file which may illustrate the inception and
accomplishments of a major procurement program, or (c) they represent procurement procedures radicslly
different from those normelly followed and therefore ers deserving of separste consideration, Normally
they will be found in only 2 few agencies, such as the Defense departments and Atomic Energy Comnission,
‘which have unusual procurement problems,

Item 2, These records are of enduring legsl, administrative, and historical value since they constitute
the basle evidence of aocquisition of real property by the Government, including statements of legal
boundaries and restrictions thet mey run for generations, Other evidence of the same facts is legally
secondary to the statements in the title papers.

Item 3, These are routine sdministrative files not part of other case files, and they do not include
records of agencies or parts of agencies involved with the development of top proocurement peliey. Rather,
these files are held by the units responsible for the day to day detailed procurement tremsections, They
are held long enough to satlsfy administrative and reference needs, .

Item 4. Agency procurement files (other than those described in items 1, 2, and 13) bave the following
concelivable values: :

a, Legel and fiscal value: The principal values of procurement files are those pertaining to the
rights of the Government as a contractor and as claiment or olaimee and those involving audit or investi~
gation by the General Accounting Office, the Congress, or others of transactions and peyments, The Gener-
al Accounting Office, which receives most claims involving procurement, has noted that claims quite con-
sistently involve transactions of $25,000 or more, The longest appliceble statute of limitations on
claims brought before the Comptroller General is 10 years (54 Stat, 1061); ocertain types of claims are
governed by a six-year statute, The standard which has been developed for the disposition of procurement
files therefore requires that contracts relating to transactions of $25,000 or more must be retained until
oleven years after final payment, Files relating to transactions between $1,000 and $25,000 and below
$1,000 are retained untll seven and four yeers, respectively, after final payment., Audit needs of the
General Accounting Office are satisfied under normal conditions after three years, since accounts must
be settled within three years from date of submission,

b, Historleal value: Modern agency procurement files as a class are not of permanent historicsl or
srchival value since they represent essentially routine transactions and merely bind the ususl buyer-seller
relationships. These agency files are very voluminous and necessarily most of the transactions involved
are of no historieal importance, Important policies and procedures are established by the Comptroller
General, the Administrator of General Services, and agenay staff groups, end compliance with these pro-
cedures and policles ls checked by the General Accounting Qffice so that irregularities of significance
are documented in that agency,

c, ency administrative value: Normally proourement files are of little reference intersst to the
agency after final payment has been made, Such needs, however, are adequately provided for by the reten-
tion period,

Item 5, These are worklcad and activity reports, with related subsidiary reports, made to staff agencies
or to orgenizational superiors and are used for consolidated agency reports or for work measurement and
other management purposes, These coples have no administrative value after the lapse of the period
specified, ‘

Item 6, The unsuccesaful bids are retained for a periocd sufficlent to serve needs of the contracting
agenoy and other interested Federal units,

Item 7, These are case files on printing and binding jobs performed by the Government Printing Office,
The files, comprising originating papers, sagreementa, and all related corrsspondence are normally main-
tained in the service organizetion involved in the printing and publicstion function, The period
specified is sufficient to safeguard agency administrative needs arising from flscel adjustments with
the Government Printing Office, or from sudit of the related accounts,
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Item 8, These are requisitions for routine agency services, They are of minor value after the services
have been performed, :

Item 9, These are routine internal requisitions originated by operating units end filled from agency or
Federal Supply Service inventorles, They do not direectly result in procurement action, The period pro-
vided is sufficlent for locel adminisirative needs and for posting to stock records,

Item 10, Inventory records, maintained to provide replenishment, stock control, and property maintenance
data, are normally of administrative value as long as the individuasl inventory items involved are in stock
or in current use, The periods provided are sufficient to allow for administrative and management uses,
ineluding those involving the property accounting sudit responsibilities of the Genmeral Accounting Office,
and the reconciliation with cost and control accownts, Papers primarily created to serve as posting media
to inventory records, such &s reports of survey resulting in the writing off or abandomment of property
other than by sale or salvage, are held for a brief period after posting.

Item 11, Tcﬁl alips are in effect invoices authorizing payment via public vouchers for long distance
telephone calls, and are usually filed with the related vouchers, Disposal 1s based on the thres-year
statutory period for the settlement of disbursing accounts, plus one year for agency administrative needs,

Item 12, These are reports required externally by the Genmeral Services Administration (Federsl Supply
Service) and internally by the agency to show agency needs and procursment for Federal Supply management
purposes, The period of time specified 1s sufficlent to satisfy internsl agency needs for the information
contained in these reports.

Item 13, The Department of Lebor requires (29 CFR 5.5(a)(3)) that on each construction contract the con-
tractor each week submit certified copies of all payrolls to the contracting officer, together with an
affidavit that the payrolls are correct and that the rates paid are the same as those prescribed by the
Secretary of Labor (these are not the copies used by the General Accounting Office in auditing cost-plus
contracts), The contractor is required to preserve his payrolls for three years after the work is com-
pleted and to make them available for examination, The Federal agencles to whom the payrolls are submit-
ted are also required (29 CFR 5,6(d))to preserve the payrolls for three years, With relatively small
contracts the payrolls in volume, constitute at least half of each contract file; in larger contracts,
the volume is proportionately greater, The primary purpose of preservation of payrolls is for enforce-
ment, Generally after the three-year period has passed the payrolls would be of little value if no.
enforcement action had taken place during such period. In cases where coniractors! peyrolls and related
papers are being used in an enforcement case or where remedial action is pending at the end of the three-
year perlod they should be retained, .

Ttem 14, These files pertain to the Government's exemption from the payment of certain locally levisd
taxes on goods and services, The Federal purchaser pays these local taxes at the time a purchase is made,
at the same time having the seller certify as to the amount and kind of tax paid, This tax exempiion
certificate, executed by the purcheser, 1s then used by the agency primerily to blll the State or local
body involved for refund of the taxes paid., If the agemcy is unable to collect the bill, it is normally
forwsrded to the General Accounting Office for action, When collection is made, the refunded taxes are
covered into agency accounts, memorandum coples of which are provided for in item 1, General Records
Schedule 6, The certificates are retained as long as the agency accounts which they support,

—6~
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Accountable Officerst Accounts

Accountable officers' accounts include record copies of all papers concerned with the accounting for,
availability, and status of public funds. There are several types of "accountable officers," such as;
(a) the collecting officer, who receives monmies owsd to the Federal Goverrment and ensures that it is
credited to the proper account; (b) the disbursing officer, who accomplishes the actual payment of public
monies to proper Federal creditors; and (c) the certifying officer, whose signature on a summary schedule
attests to the authenticity of vouchers listed on the schedule. The latter official, who is bonded, takes
the responsibility of approving for payment by the disbursing officer the sums due other agencies, con~
tractors, employees and others who have provided goods and services to the Government. Within the Federal
Government the certifying officer and the disbursing officer are usually different individuals, but the
disbursing officer and the collecting officer may be the same or different individuals.

Disbursements for virtually all Government sgencies, except the Department of Defense, the Postal
Service, the Department of State, and certain Goverrment corporations, are made by the Chief Disbursing
Officer of the Treasury, who heads the Division of Disbursement within the Bureau of Accounts, Tressury
Department. The Division was created by Executive Order 6166 of June 10, 1933, Prior to that time agen—
cies had their own disbursing organizations. Traditionally apencies transmitted individual vouchers,
covering schedules, and summaries on the basis of which payment was made and the papers were then forwarded
to the General Accounting Office for audit, Since about July 1949, however, disbursements have been made
for an increasing number of agencies merely on the basis of certified schedules, with the detailed vouchers
transferred to the General Accounting Office from the agency or held in agency space if site audit was
involved. This procedure was sxtended and confirmed by General Accounting Office Gemeral Regulations No,
115, issued January 29, 1952, which promulgated a standard form voucher and schedule of payments (Standard
Forms 1166 and 1167 for use by all agencies effective July 1, 1952) and formally eliminated the transfer
of vouchers t¢ the Chief Disbursing Officer, This schedule applies to the accounting and the fiscal
records of agencies, which may be held by either agency disbursing or certifying officers or by both,

Another procedural chenge with major record implications was the inception and gradual extension of
the on-the-site audit of agency accounts. Under this system the vouchers, contraets, schedulss, accounts
current, and other related supporting documents are to be retained in agency space for the General Account~
ing Office auditors., Section 5 of the Post Office Department Financial Control Act of 1950 and Section
117(b) of the Budget and Accounting Procedures Act of 1950 (whenever the Comptroller Gensral determines
that the auvdit shall be conducted at the site) require agencies to retain these records, which are under
General Accounting Office cognizance. Section 7(a) of General Accounting Office General Regulations No,
115 gives general authority to the agencies, if the records are no longer required for administrative pur-
poses and subject to the written approval by the Comptroller General, to transfer records audited at the
site to Federal Records Centers after two years. Because the records heretofore transferred to the General
Accounting Office are retained in the agency and avallable, several agencies have eliminated the creation
of memorandum copies.

This general schedule covers the memorandum copies of the accountable officers' accounts created since
January 1, 1921, whether or not the agencies are assigned for an audit-on-the-site. Conversely, it does
not apply to the papers which have been submitted to the General Accounting Office sither by physical
transfer or by retention in agency space for audit purposes. Nor does the schedule apply to the manage-
ment copies of the schedules and related papers held by the Chief Disbursing Officer, from which he makes
payment, These are covered by a separate authorization,

Because of special General Accounting Office needs, vouchers and related papers pertaining to freight
transportation charges are excluded from disposition. Under General Accounting Office Gensral Regulations
No. 115 voucher schedules and supporting basic documents covering transportation services are forwarded
to the General Accounting Office, Washington, D. C., regardless of whether the forwarding agency is under
on-the-gite audit. The memorandum copies, which are included in Schedule 9, are designated for transfer
to a Federal Records Cemter. Similarly, because of their value as auxiliary personnsel records, the records
relating to pey of civilian personnel are excluded from coverage in this schedule and are separately
treated in Schedule 2,

Tn addition to the memorandum copies of returns, this schedule also covers records in other agenciles
which are related to the audit of the acecounts by the General Accounting Office. These -include (1) the
notices of exception by which the General Accounting Office notifies the proper accountable officer that
it takes exception to a specific payment or transaction, and (2) gertificates of settlement that show the
status of his account,

Records relating to the availability, colleetion, and custody of funds include (1) the appropriation
warrants, (2) other documents which deposit funds into the Treasury, and (3) documents which provide
accountable officers with status reports on funds in their oustody, such as the proofs of depository
account and statements of funds to their credit. Agency coples of these deposit and status documents are
80 intimately related to the accounts of these officers that they are included in this scheduls., The
coples received by the Fiscal Service of the Treasury Department are not covered by this scheduls and are
provided for separately,
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ITEM

XO,

DESCRIPTION OF RECORDS

RECORDS OF TEMPORARY VALUE:

1. Accountable offlcers! returns, compris-

ing memorandum copies of eccounts current,

all supporting vouchers, schedules,
documents, and related papers not other-
wise provided for in this schedule (ex~
clusive of freight records covered by
Schedule 9 and peyroll records covered
by Schedule 2).

a, Security coples of payment lists
prepered or used for disbursement
by Treasury disbursing offices,

b, All other returns flles,

2. General Accounting Office notices of
exception (formal or informal) and
related correspondence,

3. Copies of certificates of settlement
of accounts of accountable officers,
atatements of differences, and related

papers,

e, Certificates covering closed account
settlements, supplemental settle-
ments, and final balance settlements.

b, Certificates covering perlodic
settlements,

e Schedules of certificates of settlement
of claims settled by the General Account-
ing Offlce,

5. Records relating to the availability,
collection, custody and deposit of
funds, including appropriation warrants
(other than records covered by item 1),

6, Administrative correspondence, reports
and data relating to voucher preparation,
administrative audit, and other account-
ing and disbursing operations,

a, Files used for workload and personnel
management purposes,

b, All other files,

Ttems 1-4.

GENERAL RECORDS SCHEDULE 6

RECOMMENDED

METHOD OF FILING

Chronologically by
payment perlod,

Chronologically.

Chronologically.

Case file or schedule
in chronological order,

Case file or schedule
in chronologlcal order,

Chronologically or by
schedule number,

Chronologically,

Conform to sgency filing
system,

Conform to agency filing
gystem,
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AUTHORIZED DISPOSTITION

Dispose when Federal
Records Center recelves
second subsequent document
covering same type of pay-
ment,

Dispose 4 years after
period covered by the
account,

Dispose 1 year after excep-
tion is reported as cleared
by the General Accounting
Office,

‘Dispose 2 years after date

of settlement, providing
certificate is cleared,

Dispose when subsequent
cortificate of settlement
is received,

Dispose 2 years after date
of settlement.

Dispose 4 years after date
of document,

Digpose after 2 years,

Dispose after 4 years,

Accountable officers! returns consist of a variety of papers prescribed by regulations of the

Comptroller General, The returns, which are normally submitied monthly {although some returns are

rendered quarterly), consist of an account current, summarlzing .all collection and disburssment trans-
actions of the accountable officer, supported by detail documents supporting each summary entry on the
account current, The account ocurrent snd all supporting documents are audited by the General Accounting
Office to insure that transactions were conducted by the accountable officers for legally proper purposes
in accordance with established procedures, Exceptions mey be raised where the propriety of transactions
i3 not clear or where the supporting documentation is incomplete,
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Under Public Law 72, 80th Cong,, lst sess, (61 Stat. 10l), the General Accounting Office must com-
plete the audit of accounts within 3 years from the date of the submission of the account, The disposal
period provided for all returns files other than those covered in item la includes the three-year period,
plus an additional yesr for administrative purposes, Necessary references after the four-year period can
be made to the originels of the papers held by the General Acoounting Office in its own space, or in ap-
propriate agency or Federal Records Center space,

In the normal course of current operations, security copies of voucher listings prepared or paid by
the Treasury disbursing offices normally consist of memorandum copies of lists of various types of
periodic payments made under certain Federal programs, and attached papers, These coples are tranaferred
to appropriate Federal Records Centers by disbursing offices as soon as checks are issued, Since only
current data need be available, these documents ere disposable at the Centers when the second subsequent
document for each type of disbursement is received, Under this procedure, the current and immediately
preceding payment listings will be continously available, The disposal provision for item la does not
epply to original listings, which are mainteined for a minimm of twelve years in the case of skeletonized
payrolls, fifty-six years in the case of comprehensive payrells, and eight years in the case of all other
types of listings,

Exception and certificate files are scheduled for disposal after periods bassd on clearance of the
exception as well as the total accounts,

Schedules of certificates of settlement of claims are listings of claims settled by the General
Accounting office and are retained for a shorter perlod than the certificates themselves.

item 5, These records, relating to the avallability, deposit and status of availeble funds, are held for
the same four-year period provided for the memorandum copies of acoountable officera! returns, which
reflect the collections and expenditures of the funds, Key ledger records summarizing accountable
officera’ accounts are retained for substantial periods in the Office of the Treasurer of the United
States, Treasury Department, The originals of appropriation warrants (Treasury Department copies) are not
scheduled for disposal.

Item 6, Files used for personnel and other non-fiscel menagement purposes are disposable after a minimum
period necessary for administrative and reporting needs, Other files are held for a somewhat longer
period, since they may contain substantive fiscal data and may be useful in General Accounting Office
comprehensive agency asudits,
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Travel and Transportation Records

This schedule covers records created since January 1, 1921, that pertain to the movements of goods
and persons under Government orders. The record keeping involved in the movement of goods centers about
the bills of lading, related vouchers, and assoclated records prescribed by General Regulations No. 97 of
the Comptroller General, while General Regulations No. 88 and several executive orders govern passenger
movement and reimbursement. Copies of some records used to support payments becoms part of the account-
able officers' accounts, but because of temporary circumstances noted below they are excluded from
coverage in Schedule 6 and their retirement is provided for separately in this schedule (items 1 and 3).

a, Movement of goods. The key record is the bill of lading, of which there are copies for
consigners, consignees, and the carriers themselves, The papers related to and normally filed with the
bill of lading itself are varied and often voluminous, These may consist of shortage and demurrage
reports, invoices, and other descriptive data which completely document the administrative aspect of
encusbrance of funds., Included are records relating to the shipment of household effects, which is
authorized by law and regulation for military personnel and for civilian smployees of the Govermment.
Agencies shipping certain valuables under the Government Losses in Shipment Act, which insures against
loss, retain coples of schedules of material shipped, papers relating to claims which may ensue, and other
pertinent documents,

Certain records pertaining to the movement of goods, normally disposable, are designated as
records of continuing velue to protect the interests of the Government during a General Accounting Office
freight rate reaudit, These records will be reappraised after completion of the sudit.

be Movement of persons. The movement of persons is essentially documented by coples of travel
orders, which authorize travel and subsequent payment, and standard form vouchers showing payment for
- official travel, The two primary copiss of the travel orders are the administrative copy maintained by
the transportation unit controlling the issuance of travel orders, and copies used for the encumbrance of
funds,

ITEM RECOMMENDED
NO. DESCRIPTION OF RECORDS METHOD OF FILING AUTHORIZED DISPOSITION

RECORDS (F CONTINUING VALUE:

1. Export certificetes, transit ' Conform to agency Disposal not authorised by
certificates, demurrage car record practice, but file this schedule.
books, and shipping documents pertinent ssparately from other
to freight classifications because they papers covering pay-
list articles involved in shipments. nent of freight
transportation charges.

RECORDS OF TEMPORARY VALUE:

2. Correspondence files maintained by Conform to agency Dispose after 2 years,
operating units responsible for travel practice. ,
and transportation, pertaining to their
operation and administration, not other=-
wise provided for.

3. Files covering payment of freight trans-
portation charges (except records covered
by item 1), consisting of memorandum
copies of Government or commercial bills
of lading, shortage and demurrage reports,
and all supporting documents, and includ=-
ing files relating to the shipment of
household effects.

" a. Iseuing office memorandum copy. By bill of lading Dispose after 10 years,
number. (Trunsfer to inactive file
on completion of transac~
tion; break inactive file
every 2 years and transfer
to Federal Records Center 1

year later,)
be Consignee memorandum copy for Attach to related Dispose L years after period
encumbrance of funds, vouchers, coversd by the related
account,
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ITEM RECOMMENDED
NQ, DESCRIPTION OF RECCHDS METHOD OF PILING AUTHORIZED DISPOSITION
¢. Bill of lading registers, In numerical sequence, Dispose 10 years after
date of final entry on
register,
be Papers covering passenger trans-

portation charges, consisting of

vouchers and related papers,

(Individual travel papers are

covered by item 5.)

8, Memorandum copy. With related accounts, Dispose 4 years after
period covered by related
account,

b, Obligation copy, if different Dispose when funds are

from copy described in item 4a, obligated.
‘5, ‘Records relating to official travel of

officers, employees, dependents, or

others suthorized to travel by law

{exclusive of records covered by items

1 and 4),

a, Travel administrative unit coples, In folders arranged Dispose after 4 years,

elphebetically by name
of employes; bresk file
every 2 years,

b. Obligation coples, In appropriate fashion Dispose when funds are

for posting, obligated,
6, Schedules of valuables shipped, and Chronologically in oase Dispose after 4 years,
related papers and reports, fashion,

Item 1, These records are required by the General Accounting Office in ita comprehensive reaudit of

World War II freight charges, The export certificates are the key documents affecting freight charges for
material destined for overseas shipment; transit certificates document in-transit storage of freight;
demurrage car record books show cars involved in freight demurrage and relsated dataj end shipping documents
giving a detailed desoription of the materials shipped are essential in determining rroper freight
classifications, It is around these points that controversies over freight charges usuelly revolve, and
therefore for the time being these files are designated as rscords of continuing value since they muat be
retained until completion of the reaudit program,

Item 2, These are routine correspondence files retained long enough to serve reference needs,

JItem 3., These files, which document all shipment transactions, are held long enough to-satisfy sgency
legal and administrative needs and General Accounting Office normal audit requirements, They include all
papers agoumilated during the shipping transaction (except the specialized papers covered by item 1), such
a3 bills of lading, demurrage reports, shortage and overage reports, check-off sheets, delivery tickets,
related correspondence, and registers summarizing essentisl data appesaring on each bill of lading issued,
The ten-year period is sufficient for accounting adjustments, and claims can normally be adjudicated on
the basis of the originals of papers that are sent to the General Accounting Office,

Item 4, These papers pertain to the payment to carriers for the transportation of personnel authorized by
law to travel, Memorandum coples of the payment vouchers, and supporting papers which may be required
from time to time by the Gemeral Accounting Office, are held as long as the agency accounts to which they
relate, Memorandum copies of the accounts are covered by item 1 of General Resords Schedule 6, Originals
of these papers are forwarded to the General Accounting Office for centralized audit, The obligation
coples of vouchers, which represent additional coples that may be made by the agency if the formal memo-
randun copy 1s not used for fund control purposes, heve no valus once the expenditure and appropriatiom
data are posted to agency control ledgers, The records covered by this item relate to agency payments to
carriers for groups of passengers transparted. Travel records pertaining to individuals are covered by
item 5, ’

Approved For Release 2002/02K2 : CIA-RDP78-04718A001300080004-7



Approved For Release 2002/02/12 : CIA-RDP78-04718A001300080004-7 gsa Reg, 3
Appendix B
GENERAL RECORDS SCHEDULE 9 (10=be50)

ITtem 5, These flles pertain to the travel of personnel under orders issuved pursusnt to law by competent
agency authority, Each paper normally concerns travel of an individual, Included are papers which are
normally sccumilated by agency units involved in expediting and arranging for the travel, including coples
of travel orders, per diem vouchers, hotel reservations, and related papers, as well as copies of account-
ing papers such as vouchers which may be used for fund control purposes, The latter are of no value after
they have boen posted to control ledgers; the administrative travel records are maintained generally as
long as memorandum copies of related agency accounts (item 1, General Records Schedule 6),

Papers covered by item 5a include also transportation request files, The originals of transportation
requests are surrendered to the carrier by the traveler, while a retained carbon copy of each is held es
a check against the originals, which ars returned by the cerrier with his bill and which becoms part of
the agency accounts, The carbon is disposable after 4 years, Transportation requeats which are unused,
vold, or otherwlse canceled, as well as the empty requeat boock covera, are not record material, They are
disposable as soon as the regquest numbers involved are posted to the agemey travel requeat accountability
record as required by General Regulations 108 of the Compiroller General, The accountability record it-
gself is disposable under this item 4 years after all entries on the record are cleared,

Ttem 6, Files relating to the administration of the Government Losses in Shipment Act are retained for

gubgtantial periods by the Bureau of Accounts, Treasury Department, which has Government-wide responsi-
bility. These agency coples are retalned long enough to satisfy loonl administrative and legal needs,
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Informational Services Records

This schedule covers certain records created since Jenuary 1, 1921, pertaining to informational
services performed by Government agencies in their day to day affairs and in thelr relations with the
publie, Except as otherwise specified in individual items, it applies to coples of these records wherever
located in an agency, Iteme 2 and 6, however, are applicable only to files maintained in formally desig-

nated informational offices to which has been a
tional activities of the agency or a subdivisio

Since formal informational relesses represent an ag
its progrem, policies, and aoccomplishments,

search,

created by Federal agencies in connection wi
are relatively voluminous and mey be disposs
routine inquiries, replies thereto,
policles, or efforts are involved,
Closely related records, such as certain records
duplicating, ard distribution records,

leases,

ssigned responsibility for the operation of the informe-
n thereof,

ency's oontemporary explanation to the public of
these end products are of considerable value for future re-

The records designated as disposable by this schedule are not the only other types of records

th thelr relations with the publie,
d of after a very short time,

other correspondence in which no unusual &
and administrative background materials for
relating to budget presentation and printing,
are oovered by other general records schedules,

but in many offices they

Esgentially they consist of
dministrative decisions,

formal informetionsl re-

ITEM RECOMMENDED
NO, DESCRIPTION OF RECORDS METHOD OF FILING AUTHORIZED DISPOSITION
RECORDS OF CONTINUING VALUE:

1. Complete set of formal informational Conform to agency Disposal not suthorized by
releases and publications, such as practice, Start a this schedule, (Transfer
rress releases, press conference new file every 2 to Federal Records Center
transcripts, official speeches, yoars, 4 years efter close of
graphic progress presentations, and file,)

Indexes thereto,

2, Subject f'iles of formally designated Conform to agenocy Disposal not authorized by
informational offices, not covered practice, Start a thls schedule, (Transfer
elsewhere in this schedule, new file every 2 to Faderal Records Center

yoars, 2 years after break in
file,)
RECCRDS OF TEMPCRARY VALUE:

3. Requests for information end coples Chronologically, Dispose 3 months after
of replies thereto, involving no admin- transmittal or reply,
istrative action, no poliey decisions,
and no special compilations or research
and requests for and transmittals of
publications, photographa and other
informational literature,

4 Acknovledgments and transmittals of Chronologically. Disposa 3 months after
inquiries and requests that have been ‘ acknowledgment and referral,
referred elsewhere for reply,

5. Dally press service teletype news, Chronologically, Dispose after 3 months,

6. Informational services project case By project, Start a Dlspose 1 year after close
files meintained in formally desig- new file every year. of file or 1 yesr after
neted informational offices, completion of project if

method of filing differa
from that suggested herein.

7. Anonymous letters, letters of commen- Chronologically, Dispose after 3 months,

dation, complaint, eriticism and sug-
gestlon, and replies thereto, excluding
those on the basis of which investiga-
tions were made or administrative action
taken and those incorporated in individ-
ual personnel records,
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ITEM RECOMMENDED

NO, DESCRIPTION OF RECORDS METHOD OF FILING AUTHORIZED DISPOSITICN

8, Bibliographies, check lists, and Conflorm to agency Dispcse when superseded or
indexes of agency publications and -practice, obsolete,

releases, except those used as
indexes to formal informational
releases (see item 1),

Ttem 1. These records document the public release of information concerning agency activities and acconm-
plishments. It is incumbent upon the sgency to determine where and in what manner the record serieas of
these releases are retained (see General Records Schedule 13, item 1), Other coples, if filed separately,
may be considered nonrecord and may be disposed of when of no further reforence value; if integrated in
genoral subject files they may be disposed of in the same manner as the file of which they are a part,

Ttem 2, The value of these records will vary greatly from agency to agency and even from bureau to bureau
within a single agency., Some of the flles, such-as correspondence concerning the use of copyrighted
material, may have long term legal value and other segments of the files may have continuing historical
and research values,

Ttems 3 and 4, These records are of transitory value and after the lapse of time specified they will not
have sufficient value to warrant their preservation, Inquiries and requests from the public are of such
s nature that the retention of the material for statistical purposes would serve no significant purpose.

Ttem 5. These records keep agency officials posted on current news events and at times are of vital
importance in the formuletion of agency policy decisions. The information contained in these records is
avallable with more comprehensive coverage in the daily newspapers, libraries, or in the organization
issulng the releases,

Ttem 6, These records are acommulated in the preparation of agency informational releases (item 1), They
consist chiefly of preliminary drafts, copies of requisitions and distribution 1lists, statistical complla-
tions and work papers used in the preparation-and issuance of formel informational releases, Basic data
supporting the formal releases resulting from research or other work done in operating offices are retain-
ed in the operating offices engaged in program activities covered by the release,

Item 7, Those anonymous letters and letters of commendation, complaint, criticism, and suggestions and
replies for which investigations or administrative action has been taken are not covered by this item,
The residue are of little use in the doocumentation of agency programs and are of no value beyond the
specified time,

Ttem 8, These records are of no value as finding aids unless kept ourrent and those that are useful as
Indexes are retained under the provisions of item 1.
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Cartographic, Photogrammetric, and Related Records

This schedule covers cartographic, photogrammetriec, and related records that have been created, used,
or located in agencles of the Federal Government, Disposal authorizations contained herein are not appli-
cable to records created before Jenuary 1, 1860, Records created prior to that date are not disposable
unless specific approval of their disposal is obtained from the Congreas,

Among the cartographic records are maps and such variant forms of graphic presentation as charts
(nydrographic, neutical, weather, seronautical, and the like), cartograms, globes, and relief models,
which have been prepared or used in connection with the official activities of the United States Govern-
ment, The maps and charts are listed in verious steges of completion from the planetable or similar
drawing to the finsl publication., The word "publication" as used in this schedule means reproduction by
printing, photographic, and other methods in multiple copies, whether for limited or general distribution,

The photogrammetric records include the serial f£ilm and other photographic materials used in mapping,
The related textual records are those which form an integral part of the map-making activities of agencles
and include field survey notes; project, map history, and similar files; controls and computationss and
finding aids,

This schedule covers the principal categories of records that are common to several or all agencies,
Records not included ere of such & specialized character that they are not readily susceptible to evalua-
tion on a Government-wide basis, For example, the schedule covers ammotated maps used in intermediate
stages of the preparation of a published map, These annotated maps are essentially working papers used
by all map-making agencies in similar ways, Annotated maps that are unique and an end in themselves are
not, however, covered, This 1s because it is impossible to state in general terms which of these have
enduring value and which are disposable, Among such records sre military campaign and order of battle
maps, international boundary maps, cadastral maps, and maps showing property lines and rights of way,

The map-making end map-using activities of the Govermment have increased many times over during the
pest several decades and the making of a modern map has become exceedingly complex, This is largely the
result of the development of photogrammetry, the sclence of obtaining reliasble measurements of the earth's
surface by means of photography,

The rapld incresse in mapping activitles and the complex methods required to achieve a final product
have resulted in the creation of a large volume of records of varying degrees of importance, Most of
these records lose their usefulness after specified periods of time end can therefore be dispossd of,
Certain records, created or used in the process of making a map, however, have continmuing value, They
should be transferred to & Federal Records Center or to the Natlonal Archives when they are no longer
needed in the current operations of the agency holding them, Normally cartographic and related records
created or used in offices outside the Washington ares should be transferred to the nearest Federal
Records Center. In the Washington ares records of contiming value should be transferred to the National
Archives or the Region 3 Federal Records Center,

Cartogrephic records of continuing legal, administrative, and research value are of two principal
kinds: (1) those created or checked in the field on the basis of surveys and observations or from photo-
grammetric sources; and (2) one copy of each edition or varisnt of each published map,

The first group is reteained as the primary source material from which the published maps ere taken
and which often conteins more information than is included in the publications, The published maps are
retained as the sum of the map-making mccomplishments of the agency as well as for administrative, legal,
and research use,

The records created in the intermediste stages of map-making, between the original survey records
and the final maps, are for the most part temporary records and can be disposed of in accordance with
provisions of this schedule,

There is not a sufficiently standardized terminology to permit the use of universally accepted titles
for the various records created in the map-meking process, For that reason additionmal deseriptions of the
records covered by each item are included in the appraisal section of the schedule,

CARTOGRAFHIC RECORDS
The cartographic records listed below include the most significent ones created in the map-meking
agencies of the Federal Government, The items are listed approximately in the order in which the records

are created during the map-making process regardless of whether the maps are based on field work or office
compllation,
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The final published or finlshed composite manuscript maps created by each agency are generally of
enduring valus as are the original drawings and related records based on precise observations and measure~

ments, Records created during the intermediate map-meking steps are for the most part disposable after the

maps have

3

4,

5.

9'

10,

been completed or published,

DESCRIPTION OF RECORDS

Planetable and similer field made drewings
and releted materials,

Stereophotogrammetric drawings and related
naterials,

Field completion boards of the stereo-
compiled mamuseript.

Fleld completion boerd or blueline and
similer prints other than those derived
from stereophotogrammetric origin,

Overlay and similar drawings prepared in the
field on the basis of field surveys,

e, Those only partially duplliceted in
resultent map,

b, Those completely duplicated in resultant
map,

Overlay and similar drawings preparsd in the
office on the basias of compilation,

a, Those only pertially duplicated in
resultent map,

b, Those completely duplicated in
resultent map,

Manuseript office compilations, derived from
other than field surveys and stereophotogram-
metric sources, that have not been publighed.

Composite mamusceript offioce compllations
derived from field survey and similar sources
and only partislly reproduced in published
maps,

Memuseript office compllations, derived from

_other than field survey and sterecphotogram-

metric sources, that are not unique because
they have been published,

Color separation boards or manuscripts for
reproduction and relsted materials.

AUTHCRIZED DISPOSITION

Disposal not authorized by this schedule,
(Trensfer to Federal Records Center in annual
blocks 1 year efter publication or completion
of resultant map,)

Disposal mot authorized by this schedule,
(Transfer to Federal Records Center in annual
blocks 1 yeer after publication or completion
of resultant map,)

Dispose 1 yesr after publication or completion
of the resultant map, provided they are not re-
quired for any future revision, (If required
for future revisions, transfer to Federal
Records Oenter 1 year after publication of
regsultent map, pending use in revisions.)

Disposal not asuthorized by thie schedule,
(Trensfer to Federal Records Center in annual
blocks 1 year after publication or completion
of resultant map,)

Disposal not authorized by thls schedule,
(Transfer to Federal Records Center in amnmual

blocks 1 yesr after publication or completion

of resultent map,)

Dispose 1 year after publication or completion

.of the resultant map, -

Disposal not authorized by this schedule,
(Transfer to Federal Records Center in ammual
blocks 1 year after publication or completion
of resultant map.,)

Dispose 1 year after publication or completlon
of resultent map,

Disposal not authorized by this schedule,
(Transfer to Federal Records Center in annual
blocks 1 year after compilation is completed,)

Disposal not authorized by this schedule,
(Transfer to Federal Reccrds Center in annual
blocks 1 year after publication of resultent
map, )

Dispose 1 year after publication of the
resultant map,

Dispose 1 year after publicetion of the resulb-
ent mep, provided they are not required for
future revisions. (If required for future re-
vigiong, transfer to Federal Records Center 1
year after publication of resultent mep, pend-

Approved For Release 2002/02/12 : ClA=gDF7 8047184001 300080004-7

2

-~



12,

13.

14.

15.

16,

17.

18,
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DESCRIPTION CF RECCRDS

Map reproduction medie,

Color pulls and the like,

Mep correction files,

Proof coples of maps and related papers.

Mono-color pogitive prints of composite
manuscript drawings prepared for issusnce
as preliminary edition,

Copy of each published (printed or other-
wise reproduced) map and variant thereof,
including atlases and portfolioa,

Globes and models,

Graphic indexes,

Appendix B
(10=li=5))

AUTHORIZED DISPOSITION

Dispose 1 year after publication of the result-
ant mep, provided they are not required for
future revisione., (If required for future
revisions, transfer to Federsl Records Center
1 year after publication of resultent map,
pending use in revisions.)

Dispose 1 year after publication of the result-
ant map, provided they are not required for
future revisions, (If required for future
revisions, transfer to Federal Records Center
1 year after publication of resultent map,
pending use in revisions,)

Dispose 1 year after publication of the result-
ant mep, provided retention is not required for
legel purposes, (If retention required for
legel purpoges, transfer to Federal Records
Center 1 year after publication of resultant
map, pending expiration of legal requirement,)

Dispose 1 year after publication of the result-
ant map,

Dispose after publication of the resultant map,

Disposal not authorized by this schedule,
(Transfer to the National Archives in annual
blocks at the cloge of the fiseal year in which
published, )

Disposal not suthorized by this schedule,
(Transfer to Federel Records Center or the
National Archives 1 year after preparation,)

Dispose vhen records to which they relate are
disposed of,

PHOTOGRAMMETRIC RECORDS

Photogrammetric records are being used to an inereasing extent by map-msking and map-using agencies,
particularly by agencies responsible for mapping extensive areas, Much of the aerisl photography required
by the agencies is done for them by private organizations under contract, The negative film 1s supplied
to the agency which can then meke as many prints as it needs, The aerlal film is of enduring value as the
primary source of information on physical and cultural landsecapes, The film contains the most complete
and accurate informetion available not only for legal and administrative requirements but alsc for
research,

Since most modern aerial film is on a safety acetate base, provision is made in this schedule for its
retirement to a Federal Records Center, It should be noted, however, that nitro-cellulose film ncrmally
will not be accepted by the Natiomal Archives or Federal Records Centers owing to the special handling
it requires,

ITEM

NO, DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

19, Vertical and oblique negative serial films, Disposal not authorized by this schedule,
(Trensfer to Federal Records Center when super-
seded by more recent film,)

20, Photo index sheets, flight line indexes, and Disposel not authorized by this schedule,

gimller finding aids (negatives and prints), (Transfer to Federal Records Center when

records to which they relate are transferred,)
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ITEM

KO,

21,

22,

23,

24,

25,
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DESCRIPTION OF RECCRDS
Record set of aserial mosaics and similar

prints covering selected areas,

Record set of contact aerlal photographie
prints,

Precise film negatives of stereophotogram-
nmetric mamuscript drawings,

Diapositives.

Precise film negatives of maps other than

the stersophotogrammetric manuscript used
for field completion,

AUTHORIZED DISPOSITION

Disposal not authorized by this schedule,
(Transfer to Federal Records Center when no
longer needed in current transactions,)

Disposal not authorized by this schedule, 4
(Transfer to Federal Records Center when no
longer needed in current transactions.)

Dispose 1 yeer after publication of the result-

ant map,

Dispose 1 year after publication of the result-
ant map,

Digpose 1 year after publication of the result-
ant map or area on that map.

RELATED RECORDS

In order to heve a complete and accurate account of mapping plans end programs &s well as of the

production, flow, and distribution of maps, certain closely related textual records have been developed.

Administrative and housekesping records pertaining to map-meking offices are provided for elsewhere

in General Records Schedules, which require the retention of record sets of publications, organlzational
and functional cherts, directives, regulations, speeches, press releases, and similar materlals,

ITEM

NO,

26,

27,

28,

29,

30,

310

DESCRIPTION OF RECCRD3S

Project, map history, or similar flles,

a, Documents outlining the projects.

b, Minor administrative papers summarized
in a, above.

Research and reference files,

Primary controls and computations,

a, Those developed by the agency or
obtalned from non-Federal agencies,

b, Those obtained from other Federal
agencies,

Supplemental controls and computatlons,

Field survey notes,

Finding aids to cartographlc and related
records,

AUTHORIZED DISPOSITION

Disposel not authorized by this schedule,
(Trensfer to Federal Records Center 1 year after
publication of map or completion of project,)

Dispose 1 year after publicatlon of map or
completion of project,

Dispose when obsolete or superseded or upon
publication of related map, whichever is later,

Disposal not muthorized by this schedule,
(Transfer to Federal Records Center 1 year
after publication or completion of resultant
map. )

Digspose .1 year after publication or completion
of resultant mep,

Dispose when superseded or when resultant map
is published whichever is sooner,

Disposal not authorized by this schedule,
(Transfer to Federal Records Center 1 year
after publication or completion of resultant
mep, ) :

Dispose when records to which they relate are
disposed of,

Ttem 1, A planetable field drawing generally is a manuscript mep covering a prescribed area and drawn on

& specially prepared paper board (sometimes metal-mounted).

This map is first prepared in the field, A

usually in pencil, from local observations and precise mensurations, Iater it may be finslized in ink,
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It takes 1ts name from the planetable on which it is made, This manuseript drawing has continuing value
because it portrays the landseape as the topographer saw it at a given date and because it includes
unique data,

4 menuseript sketch and similer map drawing derived from fisld observations and not made according to
the planetable mepping technique has enduring value also if it is unique and records terrain informstion
in relation to an official survey., Maps such as these have often been made in connection with a fleld
reconnalssance, & traverse survey, or as & general sketch of an area in which geodetic and similar con-
trols have not been used, They were standard products of field mapping prior to the introduction of the
planetable and similar precise mapping techniques,

Item 2, These drawings are prepared in mapping offices from aerial photographs (generally diapositive) in
accordance with a precise pattern of controls and have record value equivalent to that of the planetable
drawing. This process of making mamuseript maps is generelly referred to as stereoscopic mapping and has
to a large extent superseded planetable mapping, especially of rough terrsin, The drawings have continu-
ing value because they contaein unique data,

Item 3, These are blueline, brownline, and other photocopies of the stereophotogrammetric drawings 1listed
in item 2, The photocopy, or field board as it is frequently called, is sent to the field for completion
and, if necessary, correction, These annotated photocopies are not needed longer than one year after
publication of the resultant maps (which duplicate them) unless they are required for future revisions of
the maps,

Item 4, It is a gemeral practice of map-making agencies in resurveying an area to prepare blueline photo-
copies to preclse scale of existing acceptable maps of the reglon, The copies are sent to the field for
either completion or correction acoording to specific requirements. If additional data or changes are
added to these coples they become of enduring value since they represent the results of field observations
and are unique,

Items 5 and 6, The overlay sheets and similar drawings are prepared in the field or in & map-masking office
on tracing paper or cloth or on acetate sheets leid over a base map, BSelected information is placed on
thase transparencies, The drawings together with the base maps from which they were made are of enduring
value because they contaln unique information if the informatlon has not been reproduced on the final
published map,

Item 7, These manuseript meps, generally on paper, vellum, tracing cloth, acetate, or vinylits, are com-
piled in map-meking offices or drafting rooms from one or several other maps and related sources. Each
map is a composite, usually in black and white, including on one base all of the required information.
These maps may be entirely in ink or pencll or they may include information added to the map bmse by
stickup, Zipatone, or similar adhesive means, Maps such as this, which are prepared for specific purposes
end have not been published, are unique and may have enduring wvalue, Because it 1s difficult to appraise
such records as a unit, they should be transferred to the Federsl Records Center, pending special individ-
ual apprelsal,

Item 8, These menusoript maps, generally on paper and often mounted on metal such as aluminum, are pre-
pared from field survey drawings and other sources, They are composite mamuseript meps which are repro-
Guced in whole or in part as published maps, Often the composite mamiseript map includes more informa-
tion than is finally sslected for reprodmetion in the published mep and acoordingly beocomes a unique
record and may heve enduring value, The maps may be in ink, pencil, or solor.

Ttem 9, These maps are the same as those described in item 7 except that they have been published, 'i‘hey
can, therefors, be dlsposed of one year sfter publication, Some agencies retein these manmuseripts in
order to add changes for new editions of the published map, If an agency wishes to do this, it should

* digpose of each manuscript when it is no longer needed,

Item 10, These color separation boards, sometimes referred to as "metal-mounts" becsuse the paper often

is secured to & metal (usually eluminum) sheet, are blueline or similar plates of composite manuseript
maps, Therse is a separate color board for each color required on the final map, From each of these &
glass plate or similar negative copy to precise registry is mede for the ultimate purpose of deriving a
metal or similer press plate for each separate color to be printed on the published m2p, The practice in
some agencles ls to retain the color separation boards indefinitely for subsequent editions of the publish-
ed map, Unless this is neceasary, the boards cen be disposed of one year after publication of the rele-
vant map,

Item 11, Many processes are used in the preparation of modern published maps, Among the materials used

are glass plate negatives, film negatives, and the likej lithographic (stone) engravings; press plates of
various kinds; copper engravingsg wood cutsj; line cuts; zine engravings; and others,
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41though these are consldered as nonrecord items they are noted here because they usually are retain-
ed in a map-making agency for a considerable period of time, ocecupying a large amount of space and requir=
ing speocial egquipment for storage. Except in rare instences these media, once the map has been published,
may be unused for a decade or more, A plan should be developed for the disposal or salvage of such of '
these items as are not sbsolutely essentlal for future publication. In most instances, retention of the
color separation bosrds should make unnecessary the retention of the so-called reproduction media.

Ttem 12, These are reproductions of each of the individual press plates for each color or run and are to
the precise scals of reproduction of the final published mep, Normally these are not needed longer than
one yosr after publication, In some instances, agencles retein these printed ocopies on paper elther in
place of or in eddition to press plates, Normally these copies are less stable and useful then the color
separation bosrds, the glass plate and simllar photographic negatives, and the press plates, although
they require less space and are easier to handle,

Item 13, Thesse generally are published (printed) coples of maps prepared in the egency that have been
ammotated with specified kinds of information, The anmotations on these office copies generally represent
sorrections of the extant edition of the published map made prior to the issulng of a new edition, These
maps are referred to as map correction coples, ald preofs, correction coples, and the like., After publica-
tion of the corrected map they are not needed for longer than one year except in rare instances where there
msy be legal need to give the origins of revisioms.

Ttem 4, Normally one or more special press runs (or hand pulls) are required before final publication
of sach map, Such proof coples often bear annotations by the editors indicating finel changes to be made
in line, color, or composition, The records cesse to have value soon after the final published map has
been accepted.

Ttem 15, These are mono-color (usually blue) prints of the completed composite manuseript drawing, These
prints are advence copies of the final published map and are made available in small numbers as a prelim-
inary edition, They have only temporary record value,

Item 16, Among the most important cartogrephio records of an agency are i1ts published maps and similar

forms of graphic presentation., A record set of these items, which may be printed, photoprocessed, or

otherwise reproduced, is of enduring value, They represent the map-making accomplishments of the agency -~
and they contain the significent cartographic information assembled or developed by the agency, One copy o
of each published mep, atlas, portfolio, and photomap, including each edition and variant, and of all

related indexes (in wap or other form) are to be preserved permanently,

Ttam 17. Globes and terrain models are prepared and used often to show selected, highly speclalized
information, They are, like the findl manuscript or published maps, of enduring value,

Ttem 18, Graphic indexes generally take the form of a bage map or may be on transparencies or overlays
accompanyilng & base map of en ares which 1s covered by several maps or sets of maps. The indexes indicate
in color, line, or by other means the coversge of each map, They should be retained as long as the maps
to which they refer are retained as they are finding aids which expedite use of the maps, Other graphie
indexes are listed in item 20,

‘Ttem 19. This is the negative film made by or for an agency and accepted as satisfactory for use in the
preparation of a map, The f£ilm normally is "flown" in accordance with a carefully developed and controlled
plan and each roll must be identified by letter and number so that it is possible to determine precisely
what portion of the earth's surface is representsd, The line of flight and the area covered by each 1s
correlated with a photo-index or similer finding aid, Normally the film on-a spool is housed within a
properly labelled metal container (cylinder) approximately six inches in diameter and about twelve inches
long, The aserial photographic film is squivalent in value to records created on the basis of fleld
surveys,

Item 20, These records take several different forms, though basically they are graphic indexes to each
roll of negative f£ilm, The standard form is a photo-index sheet. The index sheets, together with over-
lays showing the line and number of flights, descriptive lists, and catalogs of the film desoribed in
item 19 are needed as long as the film is needed,

Item 21, Frequently photo prints are sssembled, metohed, and then reproduced as units covering a specific
area, Such mosaics, prepared in connection with partioular projects or activities, may have enduring
value, Prints in addition to those in the record set can be disposed of when no longer needed.

Ttem 22, The contact prints made from the aerial film are used in sterecscopic mapping, the.preparation

of mosaiocs, and plotting supplemental control, as well as for general terrain information, A record set

of these prints can serve as insurance against film loss or damage, Other coples can be dlsposed of when ;M
no longer needed, Provision for retention of a record set of these prints does not mean thal an agency T
should meke up a set for this purpose, Only & record set of the prints available after completion of the

mapping project 1s necessary,
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Item 23, These are film negatives of the stereophotogrammetric drawings (item 2) made usually on a large
seale, Blueline, brownline, and similer coleor prints and ozalid coples are made from these precise film
negatives for use in field completion activities of the agency, Since these are merely coples of the re-
tained drawings they can be disposed of shortly after publication of the maps,

Item 24, These are positive photographic prints on a transparent medium, usually gless, that have been
prepared from serial film, They are used in a plotting instrument or projector in preparing a map or
sterecphotogrammetric drawing, They are disposable as working papers after publicetion of the maps,

Jtem 25, These are, like the negatives in iltem 23, msde merely in order to prepasre prints, They can be
disposed of as working papers after publication of the maps,

Item 26, These files which vary from agency to agency are retained becamse they give in narrative and
graphlc form a history of the cartographic accomplishments of the agencies, They contaln documents show-
ing propossls and cutlines of mapping projects plammed; authorizations and contracts; periodic reports,
memoranda, and corrsspondence on progreas made; liste of sowrces and plece names used; procedures followed
in drafting, filming, end éditing, and distribution; over-all cost statements; finel completion reporta,
project historiea, or papers explaining discontimuence, change, or extension of projects; and, where
necessary, attachments in the form of photogrephs, drawings, maps, plans, and charts,

The minor administrative papers, assembled in connection with projects but not necessary to an ade-
quate history of them, omn be disposed of shortly after completion of the projects, Such papers include
dally progress and work reporte, working papers, and records of persomnel assignments and travel, and
similar meterials,

Eﬂ 27. These are files mainteined in verious forms by offices and individusl cartographers on mapping
general and on specialized problems connected with the preparation of specific maps, They constitute
the background material which is helpful for reference, They contain coples of publications and of
records retained elsewhere and rough working notes., Included are publicatlons; bibliographies; coples or
excerpts of correspondence, reports, control data, lists of sources and place names, and related
materials; photographs, sketches, maps, plans, and charts; and similer and related materials, while of
considerable value to the cartographer in the preperation of & map they need not be retained passt the
periocd of their usefulness to the individusl or the office, The records listed elsewhere in this schedule,
which are to be retained, document sufficlently the cartographic accomplishments of the agencles.

The maps inoluded in these files, 1f considered rere or valuable items, can be offered when no longer
needed by the agency to the Map Division of the Library of Congress, A4ll information and files on place
nemes (i,e, geographic names) when no longer needed can be offered to the United States Board on
Geographic Names,

Jtem 28, In the making of a mep to preoise specifications one or more controls are considered essential
to acouracy, These controls are usually obtained from observatlons and mensurations in the field and in-
clude transit traverse, triangulation, leveling, and altimetry records and field and office computations,
The observations and similer control date obtained in the field are usually in fleld notebooks, Office
computations are usually typed, processed, or printed lists,

Por the United States and certain other areas the primary controls are developed and made avallable
by the U, S, Coast and Geodetic Survey, For other areas controls and computetions may have been developed
by other Governments, other agencies of this Government, or non-Government sources,

Controls and measurements prepared by the agenoy itself are of continulng value as the acouracy of
the resultent maps is dependent upon them, Those obtained from other egencles of this Government need not
be kept after they have served their purpose because they will be held by the creating offices, Those
obtained from other gources will need to be kept in order to insure their availlability,

Item 29, These include fleld derived observations that generally are of only temporary value because in
most instances the observation is obtained from sighting on non-permanent objects that are subject to
change, In most instences the marker, if placed, cannot be controlled,

%tem 30. 4 principel product of nearly all field surveys and observations is the written record usually In
o form of & pocket-slze notebook, These fleld survey notes may be a running account of observable mate-
rial and oultural features of the terrain; a description of subsurface conditions as to water resources,
geology, mineral rescurces, and the like based on & series of readings or messurements in the field; or &
log or journel account closely related to and often an integral pasrt of a specific mapping activity wheth-
or it is on land or on water, Such records generally are of continmuing value because they describe the
ares as it was observed by the surveyor in the field,

Item 31, Finding aids are tools which expedite the use of cartographic and relsted records., They need to
be kept as long as the records to which they relate., Wherever possible they should be filed with or near
the related records, The following are, in addition to the graphie indexes listed in items 18 and 20, the
kinds of finding eids generally found in agencies: card indexes; deseriptive lists, shelf lists, and the
likes registers and similar bound and loose leaf volumes containing lists and deseriptions of cartographie
records; and published eatalogs, calendars, guldes, and lists,
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